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1 Introduction

This manual explains step by step how, as a new user, you can activate your account for HR & Payroll Online
and, if you are an employee, sign in to the Nmbrs Payroll mobile app. The latter is described in section 2.7.

These steps only apply if you have not previously had a Nmbrs account linked to the email address being used.



2 Activating an Account

2.1 Activating Your Account via the Invitation Email

As soon as a customer, manager, or employee login has been created for you, you will automatically receive an
activation email.

Have you not received this email? Check your junk mail (spam) folder. Please note that the activation link in the
email is only valid for 24 hours.

The invitation email contains two important pieces of information:

e Your username (this is your email address)
e A unique activation link

Click the activation link to go directly to the correct page. The page will look similar to the following:
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2.2 Creating a Password

Click the 'Next' button to create a new secure password. The password must meet the following security require-
ments:

At least 15 characters

At least one number

At least one special character

At least one uppercase letter

At least one lowercase letter

Note: Do not use < or > characters
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2.3 Signing in to Visma Connect

After setting your password, you will automatically be redirected to connect.visma.com. This is Visma'’s central
and secure sign-in platform, of which HR & Payroll Online is part.

1 Enter your email address on this page:
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2 Enter the password you have just created:
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2.4 Verifying Your Email Address

A verification code will now be sent from do.not.reply@mail.connect.visma.com. Enter this code on the screen to
confirm that the email address is correct. Then click 'Verify'.
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Dear Naam Achternaam,

I order to verfy that the emall address
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2.5 Setting Up Two-Factor Authentication (2FA)

To ensure the security of your payroll and personal data, two-factor authentication is mandatory.
Important: Do not close the mobile browser you are using during this process!
You can choose between the official Visma Authenticator app or an alternative authenticator app (such as Google

Authenticator or Microsoft Authenticator). The main advantage of Visma Authenticator is that it allows you to ap-
prove sign-in attempts through push notifications, eliminating the need to manually enter 6-digit verification codes.
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Based on the screen shown above, select Visma Authenticator. Click the green Next button and then follow the
steps below.

1 Click the green Next button.

Get starbed with 2F&

Download Visma
Authenticator app to enable
push notifications as
preferred 2FA option

1 Downlcad and install the app on
yaur makile phane

2 On the next screen, click Download App, or open the Apple App Store or Google Play Store and search for
Visma Authenticator.
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3 Download and install the app on your phone (do not close your current mobile browser).
4 Open the Visma Authenticator app. You do not need to sign in to the app.

5 Within the app, tap Add Account.
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6 Select Scan QR Code.

Account losvoegen

Inlaggen

7 Allow the app to access your camera.

8 Tap the Input Key button at the bottom of the screen if scanning does not work or if you prefer manual setup.
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¢ QR-code scannen
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9 Return to the mobile browser where you were configuring 2FA.

10 Copy the code displayed at the bottom of the screen (you can use the convenient copy button on the left).
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11 Open the Visma Authenticator app again, paste the code into the Account Secret Key field, and tap Add.
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12 Return to the browser, click Accept, and then open the Authenticator app again.
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13 Allow the app to send notifications so that you can receive push notifications whenever you sign in.
The notification will appear as follows:
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If you later prefer entering verification codes manually instead of receiving push notifications, you can disable noti-
fications for the Visma Authenticator app through your phone's general settings.



2.6 Setting Up a Backup and Completing the Process

After linking the app, you may optionally provide a phone number as a backup sign-in method. This can be useful
as an additional recovery option, but it is not required. You may skip this step by clicking Next.
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You will then be shown a one-time emergency code (recovery code). Store this code safely and securely, for ex-
ample in a password manager or as a printed copy. You will need this code if you ever lose your phone or switch
to a new device. After saving the code, click Done.
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2.7 Signing in to the Nmbrs Payroll Mobile App

Your account has now been successfully activated. Because Nmbrs does not function optimally through a mobile
web browser, we recommend using the mobile application directly. In most cases, a link to the app is displayed at
the top of the webpage.
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You can also download the app manually from the Google Play Store (Android) or the Apple App Store (iOS).

1. Open the app after installation and enter your email address. You can change the app language using the op-
tion in the top-right corner.
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2 Allow the app to use visma.com for authentication. As mentioned earlier, Nmbrs uses the central Visma Con-
nect platform for sign-in.




3 Enter your password.

Cancel  @connectvismacom S O
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4 Enter the 6-digit verification code from your authenticator app, or approve the sign-in request using the push
notification from the Visma Authenticator app.
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5. Finally, you will be asked to create a 4-digit PIN code. This improves usability because the next time you open
the app, you will not need to enter your full password and 2FA code again. Instead, the PIN will be sufficient. If
your device supports it, you can also replace the PIN with biometric authentication such as Face ID or fingerprint
recognition.
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Enter a new PIN

You have now successfully signed in and are ready to use the Nmbrs Payroll app.
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