AvERicrs DISCOUNT bpiscount

Digital W-2 Portal Registration QRG

Purpose and Overview

Discount Tire has partnered with Ceridian to provide Our People their W-2s digitally. This document will
show how to complete a self-registration process to create a user-specific password for the ‘My Records
Employee Portal’.

As a first-time user, you must complete the self-registration process to set up your account. Your email
address in Workday (work or personal) was provided to initially create an account. You will receive a
welcome email with the link to My Records, where you can complete this registration process.

Steps to Complete Self-Registration

Step Action
1 In the Welcome email, click HERE (the highlighted link) to go to the My Records log in page.
Welcome to the My Records Employee Portal
Dear Susan Adler, You are receiving this email as we want to encourage you to register for the My Records
Employee Portal. This portal will allow you to access and view your personal documents, This is a self-registration
process where you will be asked to securely enter information that will allow far verification of your account. This
process has a high level of security and will take approximately 3-5 minutes to complete. To begin self-
reg-stratinn,lplease go through the link HERE. Thank you. |
2 On the employee login page, click Signh up now.
Sign in with your existing account
Email Address
Email Addrass
Password
Don't have an account? Sigr
Wr passwonrd
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Step

Action

3

Enter your email address on the First Time User — Email Verification page. The email field is not
case sensitive. Then, click Send Security Code to receive the code via email.

First Time user - Email Verification

€ Back T

Please enter your work emad and click on ‘Sand Security Code’ Check
pired. piease cancel and star the self-reg

Send Security Code

You may receive an error message or warning if you enter an email address that does not
match the one on file with your employer or if you enter an incomplete address, such as
jane.doe@mycompany instead of jane.doe@mycompany.com.

Look for the ‘MyRecords’ email which contains the Security Code.

Security Code For MyRecords Account

Greetings From Myrecords Portal.The One time password for your account setup process isf: 721731

The unique security code is only active for 10 minutes. Be sure to check your spam or junk
folders.

If you do not receive the code in 10 minutes, contact the following to verify the email address on
file.

e Store / Warehouse / Maintenance Employees - your Regional Office
e Corporate / DTD / Regional Employees - payroll@discounttire.com

If the security code expires before you use it, cancel the self-registration process to return to the
login page. Click the Sign up now link again to restart the process and request a new security
code.

Enter the security code from the email and enter the last four digits of your Social Security
Number, then click Verify.

First Time user - Email Verification

ihe Security code within 10 minutes, check your spam or junk folder. If the Security Code has
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Step Action

6 Enter a new password in the Personal Information section of the Profile Creation page. Enter
the password again to confirm it and click Next.

First Time user - Profile Creation

P Security Question/Answers @ Terms of Use

. Personal Information

ord” Confirm New Password”

Surname*

Jane Doe

7 In the Security Questions/Answers section, select a question and enter an answer. Do that for
all five questions. Then, click Next.

First Time user - Profile Creation

nal Information tion/Answi @ Terms of Use

Flease select five security questions of your choice and provide their answers. This information will be used for account recovery

In what city did you meet your spouse/significant other? v
In what city did you meet your spouse/significant other? B
In what city did you meet your spouse/significant other? v
4 In what city did you meet your spouse/significant other? v
5 In what city did you meet your spouse/significant other? v

1

The same question cannot be selected more than once and you cannot use the same answer
for all five questions.

8 In the Terms of Use section, check the box to agree to the Terms of Use and click Continue.

First Time user - Profile Creation
‘ Personal Inforn Terms of Use

Ceridian HCM, Inc. and its subsidianes and affiliates ("Ceridian") provides the information and services on its internet site(s) (each, a "Site” and collectively, the “Sites”) under the terms and
w, @s such terms and conditions may be modified from time to time (the “Terms and Conditions”)

? Security Question/Answ

Terms of Use

Any person accessing and/or using any Site (a “User’), by virtue of such access and/or use, indicates his, her or its acceptance of these Terms and Conditions.

INTELLECTUAL PROPERTY. Ceridian makes the information on its Sites available to anyone. howes

property laws. This means that unless Ceridian expressly authorizes it, Users may not modify, copy, distribute, transmit, display, publish, sell, license, create derivative works or

r such information is protected by copyright, trademark and other intellectual

otherwise use any information available on or through any Site for commercial or public purposes. Users may not use trademarks, logos and service marks ("Marks”) appearing on any
Site for any purpose without the prior written consent of Ceridian or such other party as may own the Mark. which Ceridian or such third party may withhold in ts sole and absolute
discretion

COMPLIANCE WITH LAWS AND REGULATIONS.  Access 1o, and use of, the Sites are subject to all applicable international, federal, state, provincial and local laws and
regulations. Use of any Site in violation of any such laws or regulations is strictly prohibited

PRIVACY POLICY. Ceridian's Privacy Policy is located on the Sites or is available on request from Ceridian. By its access 10, and/or use of any Site, each User acknowledges the
content and terms Privacy Policy, which content and terms are incorporated into these Tet eir entirety

SECURITY. C: an uses physical, electronic and operational safeguards Intended to reduce the risk of unauthorized access 10 any personally identifiable information. However, no
data transmission over the Intemet can be guaranteed to be 100% secure. While Ceridian uses commercially reasonabile efforts to protect confidential and personally identifiable
information, it cannot and does not warrant or guaranty the security of any s Ceridian. As described in these Terms and Conditions,
Ceridian may provide links to external web sites for the convenience of the | curity or privacy practices of these sites. If User has questions
garding a web site’s p please review the policies that are applic
INFORMATION CONTAINED IN THE SITES. Ceridian uses commercially reasonable eff
make any warranties or representations as to the accuracy or completeness of any of the information and (ij) assumes no liabllity or responsibllity for any errors or omissions in the -

eridian-MyRecords terms of service I

~
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ian has no control over the
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s 10 Include accurate and up-to-date information on the Sites, however Ceridian (i) does not
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Step Action
9 The self-registration process is now complete and the My Records homepage will open. The
available icons that display will vary.
7] H&R BLOCK i
TurboTax &
Contact

If you any questions, please contact the appropriate group:

Store / Warehouse / Maintenance Employees — your Regional Office
Corporate / DTD / Regional Employees - payroll@discounttire.com
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