How to Access Greenemployee
For employees who have no access to any e-mail at all (they, themselves, have no gmail account, no
Hotmail account, etc.), they can follow these instructions to log in. This is how they will be able to access
moving forward if they never link an e-mail address.
1. Navigate to the employee page for the company.
2. Select the “Access without an Account” option.
3. Provide the requested pieces of information; for birthday, the slashes are indeed necessary.
a.

4. Select one of the options for the two-tier authentication. Depending on your method, an
administrator may be able to provide you with a registration key.
5. This entire process will need to be done every time the employee wants to log in, as not having
any access to any e-mail address means that the employee doesn’t have a username.

How to Access With E-mail Address (This Will be the Process for Most Employees)
These are the steps, with screenshots pulled from a testing environment:
1. Employees will navigate to the greenemployee.com page for their company and select the
“Create an Account” option on the right.
2. They will put an e-mail address that they regularly use and then suggest a password for the
account.
a. IF the employee gets an error message that says “This e-mail address is already linked
to an employee account,” it means that the employee has already been to this page and
suggested a password for that e-mail address, and no longer needs to click “Create an
account” from the ground up. In this case, the employee would instead need to go back
to the main login page and select “Reset your password,” and follow the links there in
order to be prompted to continue through the setup process.

3. Screen will show the following message (only with an obfuscated version of the employee’s email address instead of this test one).

4. Go to the e-mail inbox and look for the link from Greenshades. The e-mail will say something
like this:

5. Following that link will prompt the employee to provide credentials that prove they belong to
the company they’re trying to log into.

6. If the employee correctly entered their employee information, they’ll be given a page that
shows ways that they can prove they have access to a verification code from the company
administrator. The sample below is just a grouping that could be possible, depending on what
the administrators are allowing.

7. In this testing case, I chose the “I received an access code from my company” option and asked
the administrator of this company to provide me with the access code.

8. After providing the registration key from the administrator, employees should get a page like
this that says they are now free to use that e-mail address and password they suggested on the
very first “Create an account” page. This is how they will log in moving forward!
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