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Staffing Services
420 Executive Park

Asheville, NC  28801

828-254-7009 Tel

828-254-1240 Fax



E-mail:   jobs@comforceasheville.com www.comforceasheville.com
Dear COMFORCE employee:


Welcome to direct deposit! Once your direct deposit goes into effect, you can view your paycheck 

and benefits elections online.  You will not receive a paycheck stub or timecard after this mailing.

You will be able to view and print the following:

• Your paycheck stub

• Your benefits summary

• Historical payroll data

• Hyperlinks to some important websites

On the reverse side is a Quick Reference Guide that will assist you with the login process.  We 

encourage you to retain this document, so you can refer to the directions as needed.  If you have

any questions or problems accessing E-pay, please contact User Support at (800) 475-9178.

Since you will no longer be receiving timecards in the mail, you can obtain blank timecards online 

via the Comforce website.  Go to www.comforceasheville.com and click on the Timecard Information link

on the left hand side of your screen.  The timecard will print in Adobe Acrobat.  If you do not have Adobe

Reader, click on the icon to load the program. (It's free.)

You can print the timecard, complete it as usual, obtain an authorized signature, and fax to Comforce 

at (828) 254-1240 before noon on Mondays. 

ePay – View Paycheck

Welcome to ePay – View Paycheck

PeopleSoft ePay provides convenient online access to your payroll information.  All COMFORCE 

employees are given the opportunity to take advantage of the Self Service Module – ePay.  Follow

the simple steps below to access and view your paychecks via ePay.

Logging in to the Self Service Module:

Using your internet browser, proceed to the following secure web site http://eben.comforce.com/
Initial Sign In:

Once you have entered the web address above, you will be brought to the sign in screen.  Enter your

user name and password as the following:


Username – Enter the first four letters of your last name (in all caps) and the last four digits


of your social security number (i.e. Lisa Testing, SS# 941-23-4567 would be entered as


TEST4567).


Note – If your last name contains less than four characters, use your entire last name and 

the last four digits of your social security number. (i.e. Tom Li, SS# 941-23-4567 would be

entered as LI4567).


Password – Enter your birth date in the MMDDYYYY format (i.e. January 1, 1969 would be


entered as 01011969).

The first time you enter the Self Service Module, you will need to change your password.  You will

see the following message, “Your password has expired.” Click on “Click here to change your

password.”


Changing your password:



Current password – Type in current password


New password – Enter at least 8 characters (all caps)


Confirm password – Re-enter your new password


Click on OK


Click on Home at the top of the page

Using ePay – View Paycheck:

You will now be at the Self Service homepage.  Click the icon “View Paycheck.”

View Paycheck – your current paycheck will be displayed.

Viewing Previous Paychecks – Click on “View a Different Payment” at the top of the page to see

previous paychecks.  Choose the date of the paycheck you would like to view (blue hyperlink).  All

Year to Date amounts are only shown for the most current paycheck.

Printing the Paycheck – Click the printer icon to print your paycheck.  You may need to adjust

the print margins of Internet Explorer.  To do so, Choose “File, Page Setup.”  Change the Left,

Right, Top, and Bottom margins to .5 and choose “OK.”  Once changed, these settings will 

remain for future sessions.

Signing out of ePay:

When you are finished, Click on “Sign Out” at the top of the page.

Helpful Hint:

Press F11 to view a full screen of Internet Explorer.  Press F11 again to return the view. 
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