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CLA iSolved Employee Self-Service Guide 
Welcome to iSolved Employee Self‐Service (ESS)! 
This document will outline the ESS log in information and maintenance. It will also review some of the 
screens that your employer has given you access to. Below is a summary of the screens available: 

• Time: The area where you will find your Time Card, Employee Absences, Time Off Balances and 
where you can request time off using the Time Off Requests menu item. 

• Employee Messages: An area where your employer may post messages for your review. 
• Employee Profile Picture 
• Employee Profile: A summary of employment consisting of name and address, employment 

information, tax information, job information, personal information, EEO & Veteran 
information, organizational fields and labor fields 

• Pay History: A screen where you are able to view your pay stubs with all details. You are also 
able to print the stub for your records. 

• W2/ACA/1099 Forms: A screen where you are able to view your W2, ACA or 1099 forms. You 
are also to print the form but it is not printed on the IRS approved paper. You must contact your 
employer if you need an IRS approved form. 

• Salary: A screen where you are able to view your current and past salary 
• Jobs: A screen where you will see your current and past job titles 

 
Employee Self‐Service Initial Email 
Your employer will initiate a system‐generated email to you upon the activation of Employee Self‐
Service. This email is from a no‐reply email address. Below is an example. 

New Self‐Service User: 

Welcome to CliftonLarsonAllen LLP. A client account has been created for you by an administrator. To access 
CliftonLarsonAllen LLP, click on the link below to activate your account. In order to activate your account, you will need to 
enter a challenge question and answer.Click the following link to begin the activation process. 
https://claconnect.myisolved.com//AuthenticateUser.aspx?ticket=f783a4d3-6990-4f3d-980b-
d6f4cc8dac2c&eid=&peid=&Username: Catherine.Schmidt@claconnect.com- AB E Client Code: 223-603270 The 
CliftonLarsonAllen LLP Team 

---------------------------------------------------------------- 

The link in this email is for one‐time use. After setup https://claconnect.myisolved.com/ should be used. 

You must click on the one‐time use link provided in the email. The User Name is the email address 
provided or given to you by your employer which is usually your work email address. A personal email 
address may be used. Whichever email address is provided in the email will be your user name each 
time you log into Employee Self‐ Service. 

Your one‐time authorization code for your initial sign‐on is the last four digits of your SSN. 

https://protect-us.mimecast.com/s/76XwCv29BQiVx0k2TXDcQR
https://protect-us.mimecast.com/s/76XwCv29BQiVx0k2TXDcQR
https://claconnect.myisolved.com/
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Employee Self‐Service Initial Sign‐on 
Once you click on the link provided, the User Name and Client Code will be pre‐filled. 

• You must add your Authorization Pin number (the last 4 digits of your SSN) 
• Create and verify a Password. 
• You then must select a challenge question/answer and verify your response. 
• It is best to add your cell phone number in order to receive text messages if you are accessing 

your Employee Self‐Service from a different IP address, or if you need to reset your password. 
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First Time Log‐in 
Once you click on Continue from the initial New User Account Setup, it will log you into Employee Self‐
Service. Depending on the roles set up for you by your employer, your screen could have one, two, or 
more subjects listed on the left side menu. Below is an example: 

 
• Click on My Account to add or change your mobile phone number, 

change your password, or change your security question. 
• Click on the Learning Center to create an account for access to help 

documents or recorded videos about the iSolved system. 
• Home will take you back to your Welcome page. 
• Logout is used when you have completed your activities 

Please remember to save the URL https://claconnect.myisolved.com/ to your favorites or bookmark the 
page. The link provided in your activation email was a one‐time use link. 

If you are trying to log in and you key your password incorrect 3 or more times, it will lock you out of the 
system. Please ask your System Administer to unlock your account. However, if you forget your 
password, you can reset it yourself before the 4th try by clicking on the Forgot Password link. 

• Type in your User Name. 
• You can then request a new Authorization Code by email or text. 
• Type in the Authorization Code received.  
• Verify the answer to your Challenge Question. 
• Create a new Password. 
• Confirm the new Password. 
• Click Next and log on using the new password. 

 

 

 

https://claconnect.myisolved.com/
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Pay History 
Pay History is a record of each check stub available in iSolved. The history at the top of the page is by 
year and check date. It includes Gross Pay, Total Hours, Net Pay, Check or Voucher Number, Check 
Amount, Description and Payroll Run #. 

 
In order to see more Pay History, use the scroll bar on the right‐hand side of the menu, or change the 
Year in the drop‐down box. 
 
The screen default will be a view of your most current pay stub. The top of the pay stub is a summary of 
dates and employee information, including withholding status. 

 
The next section contains Earnings or Memos, Deductions and Taxes. These figures include the current 
pay hours or dollars and the YTD hours or dollars. It also includes the current and taxable wages in the 
Tax section for each type of tax listed. 

 
The second section at the bottom of the pay stub is your Direct Deposit information, if applicable. It will 
list any direct deposit accounts along with the amount deposited into each account. 

 

The bottom left side of the pay stub includes the current dollars and taxable wages and the YTD dollars 
and taxable wages for any Employer Taxes paid on your behalf. 
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Time Off Requests 
Time Off Requests are used by an employee to enter a request for time off into the iSolved system.  
After an employee enters a request, the manager or supervisor will then approve or deny the request as 
appropriate. 

To create a Time Off Request, navigate to Employee Self‐Service  Time  Employee Calendar  Time 
Off Requests 

 
Request Time Off 

1. Click on the Request Time Off icon at the top‐left corner of the calendar to create a Time Off 
Request. 

2. Enter the following request details: 
a. Select Vacation from the Absence Policy drop‐down 
b. Select the From and To Dates.  Select a single date, or a date range for the request. 
c. Enter a Start Time for the absences.  This field is not required, but is recommended to 

add.   
d. Update the corresponding Days of the Week. This 

section will auto‐populate based on the dates 
selected above.  Any desired days of the week can 
be unselected. 

e. Enter the number of Hours Per Day. This is the 
number of hours for each day that are being 
requested off. Note: If a week is being requested 
off, 8 hours per day would be entered in this field 
(as opposed to a 40 hours total). 

3. Review the Projected Balances.  
a. After Time Off Request: What the employee’s 

balance will be after the request is made. This is 
simply the current balance minus the request. 

b. Current Plan Year: This balance takes all current 
requests/future awards/pending approvals/limits 
into consideration to the end of the current plan 
year. 

c. Next Plan Year: This balance takes all current requests/future awards/pending 
approvals/limits/carryover into consideration through the end of the next plan year. 

 

_____________________________________________________________________________________ 
CLAconnect.com 
WEALTH ADVISORY | OUTSOURCING | AUDIT, TAX, AND CONSULTING 

Investment advisory services are offered through CliftonLarsonAllen Wealth Advisors, LLC,  
an SEC‐registered investment advisor.  
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