\ IncaMail

Date: 24.03.2022
More information: docs.swisssalary.ch

certified

. . :
B Microsoft ~ Esswissdec
copyright 1998 - 2022 Swisssalary Ltd. ®


https://docs.swisssalary.ch/

Legal information

SwissSalary Ltd. reserves all rights in this document.

No portion of this work may be reproduced in any form or by any means, graphical, electronic or mechanical,
including copying, recording, or by any information storage and retrieval systems, without the express written
consent of SwissSalary Ltd.

SwissSalary Ltd. retains all intellectual property rights itis entitled to, in particular all patent, design, copyright, name

and companyrights and the rights to its knowhow.

Although all precautions have been taken during the creation of this document, SwissSalary Ltd. assumes no liability
for errors, omissions or damage that may result from the use of the information contained in this document or from
the use of the programs and source code. In no event shall SwissSalary Ltd. be liable for anyloss of profit or other
commercial damage caused or alleged to have been caused directly or indirectly by this document.

copyright 1998 - 2022 Swisssalary Ltd.

Date of change: 24.03.2022

Legal Notice

SwissSalary AG (SwissSalary Ltd.)
Bernstrasse 28

CH-3322 Urtenen-Schonbuhl
Schweiz

Phone: +41 (0)31 950 07 77
support@swisssalary.ch
swisssalary.ch

Social media
Youtube
Facebook
Instagram
LinkedIn

Xing

Twitter

Certification
Swissdec

Seite 2


https://twitter.com/swisssalary
https://www.xing.com/companies/swisssalaryltd.
https://www.linkedin.com/company/3851531
https://www.instagram.com/swisssalary.ltd/
https://www.facebook.com/swisssalary.ch
https://www.youtube.com/channel/UCuKQoCXAYg5ImInBh602zFA
mailto:support@swisssalary.ch
https://swisssalary.ch/
https://www.swissdec.ch/de/zertifizierte-software-hersteller/

Index

1 SwissSalary

1.1

1.2

1.3

One-time Setup

Assignment in de Employee Card

Sending of the Paycheck

2 IncaMail

21

2.2

23

24

2.5

2.6

General Information

IncaMail Requirements

Possible application & IncaMail costs
Registration

Reception of Secure E-Mails

Direct Integration for Companies

Seite 3



1 SwissSalary

1.1

Basic setup for the delivery of payroll via E-Mail can be found in the Classic Client under ‘Setup*- > ‘Setup'-> E-

One-time Setup

mail' and under 'Administration SwissSalary -> E-Mail' in the RTC Client respectively. The information about
your SMTP server can be obtained from the system administrator.

General ~
Code: |LOHNI—\BR | Reference: |Lohnabrechnung
Comment: |Déccmptr: salaire PDF | Text block: |LOHNABR v

Setup -
SMTP Server: smtp.mailserver.ch | Sender Address: |hr@mu5ter—ag.ch |
User ID: systemadmin@muster-ag.ch | Authentication: |Basic v|
Password: | | SMTP Server Port: | E:"l
Sender Mame: |Human Ressource Manager | S5L: O

HTML Farmatted:

Description of some fields:

Code Unique 10 digit code for E-Mail setup. You can store different E-Mail settings.
Comment Code description
Reference This subject will appear in the email subject line
Text block E-Mail body
Translations can be entered directly in the 'Additional Text Line' subtable.
The following placeholders can be used to personalize text content:
%1 Total AVS salary per year
%2 13th Payday part on the Paycheck
%3 Title
%4 Letter salutation
%5 First Name
%6 Last Name
SMTP-Server SMTP server address (outgoing mail server)
User ID E-Mail or login used for authentication at the SMTP server
Password Password used for authentication at the SMTP server
Sender Name The recipient will see this as the sender's name.
Sender Address | The recipient will see this as the sender's address.

Authentication

Basic = a user is prompted to enter their user ID + password

Anonymous = no authentication

NTLM = Authentication procedure for computer networks, e.g. by means of the Windows
logon validation.

HTML Formatted

checked = mail is HTML-formatted
unchecked = plain text
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Paycheck can now be emailed in an unencrypted form already. We recommend using IncaMail to be able to
send encrypted or registered documents. Select 'IncaMail' and 'Encrypted’ and/or 'Registered' as the delivery

method.
IncaMail
IncaMail: J
Encrypted: ]

Registered mail: [ ]

Private: ™
About IncaMail:

| https://www.post.ch/en/post-starts... || &

1.2 Assignmentin de Employee Card

Both private and company E-Mail address of an employee can be entered in the Employee Card. The
employee chooses the E-Mail address they would like to have the Paycheck delivered to. Please select in the
'Electronic Delivery' field:

- {blank} = no assignment; the employee continues to receive the Paycheck on paper
- Private E-Mail = the employee receives the Paycheck to their private E-Mail address
- Business E-Mail = the employee receives the Paycheck to their business E-Mail address

County:
Country Code:

Private E-Mail:

BE v Fax Mo. 031/ 950-0799
CH v Electronic Delivery: Private e-mail
|Muster.KUnrad@gmx.nEt :L_'E Language Code:

Private e-mail

Business e-mail

1.3 Sending of the Paycheck

A PDF version of every employee's Paycheck is created and emailed afterwards. Please install the free
'PDFCreator' on your system that can be downloaded by clicking the following link. After successful installation
of the current version of PDFCreator please open the 'Payroll Log' in the Classic Client or click the 'PDF
Document' link via 'Open/not posted/posted pay process" in RTC.

Options
Directory:
File name:
E-Mail:

Attach Document:

print only changed pay slips:

Delete PDF after sending:

A

|Pa}fr0|l %1 - Employee %2 |
I
| I

O

Directory Directory for storing payslips in PDF format
File name The file name is made up of the pay process number and personnel number.
E-Mail E-Mail setup assignment

Attach document

In addition to the payroll, another document can be sent as an attachment, e.g. Invitation
to a Corporate Event (PDF)

print modified
wage statements
only

similar to the feature available with Paycheck printing, this function is used only to send
the Paycheck that have been changed in the previous month

Pay process No.

The selected pay process is displayed

NOTE:

When printing Paycheck on paper, you can filter Paycheck that have already been sent in electronic form. Set
the filter in 'Electronic Delivery' to 'blank’ (RTC) or type 2 inverted commas (Classic Client).

Seite 5



2 IncaMail

2.1 General Information

With the IncaMail senice of the Swiss Post, you have the option to send the salary statement in an encrypted
form and with confirmation. IncaMail is easy to use and safe, and brings cost benefits and time saving. Owing
to the default integration of IncaMail in SwissSalary, only one-time configuration is necessary in SwissSalary
and at IncaMail. Before you start using IncaMail we recommend informing the employees about it and requiring
one-time IncaMail registration (we have prepared a sample letter to your employees in the protected
customer/partner area).

More information about Incamail can be found here.

2.2 IncaMail Requirements

To benefit from IncaMail, the following requirements should be observed:

U SwissSalary Plus version is required (with many more additional features)
QA contract with IncaMail and a one-time registration of the dispatch address
U Configuration in SwissSalary

U A one-time registration of the employee at IncaMail

For more information on IncaMail incl. the contract visit the following link.

2.3 Possible application & IncaMail costs

Source: IncaMail-Flyer wwv.post.ch/Incamail

Possible uses of IncaMail What does IncaMail cost me?
- ) Business customers
' 1 Efﬂzgﬁgﬂ'i@;— Integrate IncaMail quickly and simply into your HR
st (offers, contracts, etc.) system (Abacus, Soreco, WinBIZ, SAF Microsoft

Dynamics, Sage and others) and benefit from low

=] ST J
L _ _ . initial costs and running costs.
W ) Electronic delivery of
o e~ 0 pay slips ST
| One-off setup incl. first dispatch address
- — Small: For small businesses of up
y T Electronic delivery of to 500 empl. CHF 360 .—
(0 ! statements including - Medium: For medium-sized
(et ACERAIE SREemE s businesses of up to 5,000 empl. CHF 720 -
— Large: For large businesses of
T Eochiic comminieThon more than 3,000 empl. CHF 1,440 -
el | with authorities One-off costs per further dispatch CHF 190 -
1 address
Per confidential e-mail from CHF — 46

All prices are quoted exclusive of VAT
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2.4 Registration

After mutual signing of 'Integrated Software Agreement' between you and IncaMail, you will receive the
necessary IncaMail login credentials. Please inform your employees about the new possibility to receive their
Paycheck via E-Mail. We have prepared a corresponding sample letter in the protected customer/partner area
for you. The employee must sign in once at IncaMail using their E-Mail address and password.

Source: www.post.ch/Incamail

. | Open page

Open a browser window and select
the page www.post.ch/incamail. On
the right click on “Login &
registration”

e
@ «Login & Reqgistration:

Register now

Click on “Register now”.

To change language click on the
language you want in the top right

Register now*

Ragister your if free-of

charge for [noa

Check your information and click on
“Continue”. If information is incorrect,
go back and correct this

Rasgistraton
Fill in fields
Fill in the fields fully and read the Identification for new users 5
explanatory texts carefully. Agree to Lown 3 Sussall
the General Terms and Conditions i
and then click on “Continue”. T
Owners of a SuisselD can register
with this by clicking on “SuisselD Confirm password
registration”.
. | Checking the information Registration N

Please check the following data, Your e-mail sddress will be verified by an
activation code,

E-rnail sddress: rogersutter] @freenct.ch

g: Mr,

Hare: Roger Suller

Company
Languager English

nbryr BWITZLRLAND

E-mail activation code
You will now receive an activation

code sent to the registered e-mail
address. Enter this in the
corresponding field and your
registration is complete

IncaMail Swiss PoST 7

E-mall activation code

Dad W W Wi esruarnl

Thank you ke regrateneg o incellsl To 3 .

Rellowing code e the actvation

pansa lag 1o Ihealiasl and uie e
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E-mail activation ode

T covmpliti M nsgi Alatan, pla i flel T Scivalon cous whith fur Been pend & (et ch

A vabon tode : 3 o

St Nalw CO0

Optional: Verify my address
If you also register your home

address you can receive Swiss Post
registered too. The link for registering
the address and further information
can be found directly after the login

Verify my address

Entar your horme ad
address will be deplay
Tou can also receive Swiss
authorities (eGoy registered,
Mgra infg

t < cation with Swiss
rour address is cheacked using an achivation code sent by post

wanfy my address
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2.5 Reception of Secure E-Mails

Source: Reception of secure E-Mails www.post.ch/Incamail

You receive secure e-mails as follows. Detailed instructions on how to open IncaMails can be found at
www.incamail.ch/en/secure-email

I FR e -

Message Developer L

% p ” =
QX LDy D | R s | [l N R D
Reply Reply Forward = Delete Moweto Create Other Block Mot Junk Categorize Follew Mark bs %
to All Folder= Rule Adiont=  Sender - Up=- Unread = Seleat~
Respand Adtioni bunk E-madl - Optisnt » Find
From: Max Mustermann [mdev Gam. dev. swisssign.com] Sent  Mi02.11.2011 1223
To Sutter Roger, SPS
e
Subject: Vertrag/Contract/Contratto/Contract (Secured by Swiss Post)

Attachments: 8 gpcure-email.himi (1.2 KB}

IncaMail swiss posT

Max Mustermann <test? incamaii@gmail com» hat Ihnen eine sichere E-Mail mittels der Schweizerischen
Post gesendet

Bitte offnen Ske den Anhang secure-emailhimL

Max Mustermann <test! incamail@gmail com> vous 3 envoyd un courrbir dlectronique sécunisé par
lNntermédiaire de la Poste Suisse
Veuillez ouvrir Fannexe secure-emailhiml

Max Mustermann <test1 incamail@gmail com= le ha invialo un'e-mail sicura mediante 1a Posta Svizzera
Siprega di aprire FaBegato secure-emailhtml

Max Mustermann <test1 incamail@gmail. com=> has senl you 3 secure e-mail by Swiss Post
Please open the attachmeéent sécure-emailhtml

www,incamasl.ch/help -

2.6 Directintegration for Companies

Source: Introduction to encrypted E-Mails www.post.ch/Incamail

As a company you have the opportunity to integrate IncaMail simply in your infrastructure and therefore to
receive and also send confidential e-mails directly in your mail client (Outlook, Lotus Notes etc.). Registration
of the individual accounts is then no longer necessary.

Sending Receiving
(AN Ed9 0 78 ) - unitied - | /oyl | 0 & # 48 |5 Contract Secured by S Post]
1Ea, o : 3]
- Massage Ingert Options Format Test =4 hieisape

gt t

L’ hdhfiom -l [CSC RO ol Tl i

=t g || Rl =

= Reply Repli Forward  Delefe Moveto Creste  Ofher Block
cmﬂf;::tialh- r{gdss::l::d' F‘a:.tt ¥ = '&. - BB ] to Al Enldr:' Aule Actigns = | Sender
Incahail Clipboard Basic Te Reipond ot il
From iaspost Incaidal; 5P5414 on behalf of Suther Roger, 575412
rTn- . Te: S bter Bloger, EPE412
== ] [— il
Send L J Subject: Contract {Secured by Swiss Pot)
Subject: Signed By swisspost@im.postch

More information and the possibility of ordering can be found at: www.incamail.ch/en/senvice
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