
Adjust WebChecks, W2, and 1095C delivery settings: 

Logging into Infor GHR 
 
 

1. Login to the Aspirus Intranet in Google Chrome (recommended) or Internet Explorer 
 

2. From the intranet home page click on "Life & Career" and then click on "Infor GHR – Employee / Manager/ 
HR Only Login " from the "Employee One Stop" section 

 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 
 

 

 
3. Click on the blue “Login to GHR” button that displays in the middle of the  screen 

 



4. Enter your username and password and click “Sign In” 
Username: Your network/Enterprise ID 

Password: Your network/enterprise ID password – the password you created and use to login to the 
computer 

 
 

5. Once Infor GHR has loaded you will see the landing page below. Make sure “Employee” is  selected. 
 

 





 
 
 
 
 
 

 

Please note the software used for this next set of instructions has been running 

very slow. When you click to open each page it will appear as if nothing is 

happening, but the next page will open within the next couple of minutes. 

 

 
This set of instructions shows you how to sign up to receive your paystubs via 

email and to receive your 1095-C and W-2 forms via web delivery. You are not 

required to sign up for these options; your settings are defaulted to receive your 

paystubs via MHC Software Document Self Service and your 1095-C and W-2 forms 

via US Postal mail. 

 

 
Thank you in advance for your patience! 



Enter WebChecks Information 
 

Please note Aspirus does not mail paystubs - you may view your paystub in MHC Software Document Self 
Service and/or you may elect to receive a password protected copy of your paystub via email.  

 

1. In Infor GHR Employee Space click the “Pay” tile.  Once the Pay page loads, click on the “Additional Pay 
Resources” tab and then the “Webchecks” link. 

 
 
 



 
 

2. The following login box will appear. Enter your login information – it will be the same as you entered to 
login to Infor GHR Employee Space – and click “Login”. 

 



3. Click on “WebChecks” under “My Delivery Settings” section on the left-hand side of the screen. 

 
 

4. Web Delivery Option: Select "Yes" if you would like to receive an e-mail notification for when your 

paystub is available to view in MHC Software Document Self Service. Clicking “Yes” will open the e -mail 
entry area. 
Primary email address & Secondary email address: You may enter up to two email addresses you would 
like the email notification sent to. For example you could list your work and personal email addresses.  

Click “Submit” in the lower right area of the screen.  

 



5. You will now see a green check mark next to "web" under WebChecks. This tells you that you have 
authorized this area of WebChecks. 

 
 

6. Email Delivery Option: Select "Yes" if you want a password protected copy of your paystub e -mailed to 
you. If you choose "Yes", you will be prompted to create a PDF password; this is the password you will use 

when opening your paystub in your e-mail. 
Primary email address & Secondary email address: You may enter up to two email addresses you would 
like your paystub sent to. For example you could list your work and personal email addresses.  

Click “Submit” in the lower right area of the screen.  
Now there should be a green check mark next to "email" below WebChecks.  

 



Enter 1095-C and W-2 Information 
 

You have a choice to receive a hard copy of your 1095C and W-2 forms in the mail or you may opt to have your 
1095-C and W-2 forms stored in MHC Software Document Self Service where you will be able to print or save 
such forms. 

 
1. If you would like to receive a hard copy of your 1095-C and W-2 forms in the mail, skip ahead to the 

"Update Employee Documents Settings" section. 

OR 
If you prefer to be able to print a copy of your 1095-C and W-2 forms from MHC Software Document Self 
Service (and not receive a hard copy in the mail) you must give authorization to do so. Please go through 

the following steps: 
Click on blue “1095-C” link from the “My Delivery Settings” on the left side of the screen.  

 
 

2. Click on the red “Click HERE to get authorized" link 

 



3. Click on “Print Test” 

 
 

4. To bypass the system, click “Yes” to the "Were you able to print it successfully?" question on the Print Test 
box. 

 



5. Please read the text and click “I agree” to continue. 

 
 

6. You may only enter one e-mail address; it can be a personal or work email. 

Click “Submit” and you will know it has been setup correctly when a green check mark  and "Authorized" 
appear under "1095-C". 

 
 

7. You will follow the same steps (steps 1 through 6) for your W-2 if you choose to have it stored in MHC 

Software Document Self-Service for you to view or print (and not have a hard copy mailed to you). You will 
know it has been setup correctly when a green check mark and "Authorized" appear under "ElecW2". 



Logging Out of Infor GHR 
 

1. Log out of Infor GHR Employee Space by clicking the person icon located in the upper right corner of 
screen and select "Sign Out" option from drop down list. 

 
 
 

2. Wait for the following confirmation screen to appear, then completely close out of your web browser (this 
means all tabs and windows you have open within that web browser need to be closed) to complete the 

sign out process. 

Test Employee 


