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What is ePay 
ePay used by Luton Council and other services that use Luton Council to process their payroll to 

enable their staff to view their payslips and pay related documents electronically. 

In November 2021 the ePay system is being upgraded to allow better functionality and ease of 

access.  This guide is to help existing users navigate the new look and feel, as well as for new 

users to familiarise themselves with the system. 

Getting started 

Log in links 
You can log in from this link https://epay.myaceni.co.uk/lutonpayroll 

As a new starter with the organisation you will receive an email from admin@epay.myaceni.co.uk 
admin@epay.myaceni.co.uk shortly before the first time you are due to be paid, this will include a 
link to the ePay system and a temporary password to log in.  You will be asked for your user 
name.  This is your payroll number that will be present on your contract as your employee number. 
Your manager will also be able to locate your payroll/employee number on the iTrent system. 

Log In 
On the ePay website or accessing the link using your mobile phone you will first see the sign in 

box.  The username is your payroll number/employee number.  Most new staff now have a 6 

digit number, however some longer term staff may still have a payroll number that contains a 

letter at the end.  If this is the case please ensure that the letter is entered as a capital letter 

otherwise the login will not work. 

If you are already an ePay user, your existing password will work for you, however if you are a 

new user you will need to enter the temporary password contained in the welcome email, and 

will then be asked to reset the password to one you will remember. 

https://epay.myaceni.co.uk/lutonpayroll
mailto:admin@epay.myaceni.co.uk
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Setting or Resetting passwords and security questions and 

answers 
As an existing user your username, password and security questions will be exactly the same 

as before, however if you need to reset, or you are a new user and you are setting these for the 

first time the criteria are laid out below. 

 

Passwords 
If an employee needs to reset their password then the new password cannot be the same as the 

old password.   

New user Security questions and answers 
Details contained in ePay are relating to you and your pay and it is important that these are kept 
safe.  To maintain security the system asks you to set 3 security questions and answers using the 
criteria listed below.  These will be case sensitive and must be typed in the same was as you 
wrote them each time you log in. 
 

Security questions and answers criteria 
Questions must be at least three characters long. 
Questions must not be duplicated. 
Answers must be at least six characters long. 
Answers must not match the question. 
Answers must not be duplicated. 

 

Once you have set your security questions and answers you will be asked to enter the answers 

after you have logged in. 
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Homepage 
Once logged in the first page you see will be the homepage that will show you the details of your 

most recent payslip in the central summary pane, at first glance with the option to view by 

clicking the view button.   

 

 
 

You can access the other areas of ePay in multiple ways.  Either by clicking on the white areas 

of the summary pane and it will scroll through the various available panes.  The row of dots at 

the bottom of the summary box shows you are on pane 1 of 6 and you can scroll through all the 

panes in rotation, returning you to the central summary pane. 

 

 
 

Or you can access the various options by clicking the icons at the bottom of the screen. 
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Items accessed from Icons 

Menu 
If you click on the menu icon, the menu pane will open down the left hand side of the screen.  

To open any of the required areas click on the name in the menu list.  Many of these items can 

also be accessed in alternative ways via the icons at the bottom of the screen or scrolling 

through the central panes. 

 

 

Home 
Accessed from the menu pane or from home icon at the bottom of the screen. 
 

 
 

This returns you to the initial view you would have had when you first logged in.  The home page. 
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My Docs 
Accessed from the menu pane, scrolling through the central summary pane, or from the icon at 

the bottom of the screen. 

 
 

This view shows that there are 2 items that I have not viewed. 

 

If you click into my docs from any of the areas the screen will open that will give you access any 

payslips or P60’s you have stored. 

 

 
 

If you click into either option a list of the relevant documents will open.  
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You can view by clicking into them.  If you have more items to available than the list shown on 

the initial screen you can scroll onto the next page by clicking the next button. 

 

 
 

You can scroll up and down the document using the scroll bar on the right hand side, and you 

can print using the printer icon at the top right of the page. 

 

 

Company Docs 
Accessed from the menu pane or scrolling through the central summary pane 

 

 



8 Epay user guide November 2021 

 

Items listed here will be any news or promotions available to staff.  The documents will be the 

same for all users of ePay but if an item is only relevant to a particular group (e.g. school staff, 

Active Luton etc.) then the title will specify who the item is for. 

 

You can view an item by clicking into it. 

 

 

My Details 
Accessed via the Menu pane or scrolling from the central summary pane. 
 

 

The central summary pane will give you your employee details, national insurance number and the 
option to change your password or security questions. 
 
When accessing from the menu pane you also get your registered address and the option to 
update the email address that your ePay notifications get sent to. 
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Messages 
Accessed from the menu pane, scrolling through the central summary pane or from the messages 
icon at the bottom of the screen.  The example shows there are two unread messages. 
 

 

 

You can click into any of the messages to see the content. 
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Useful Info 
Available from the menu pane or by scrolling through the central summary pane 
 

 

You can access any of the content by clicking into it. 
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Contact us 
Accessed via the menu pane or scrolling through the central summary pane to the more Info tab. 
 

 

 

You can access the contact us information by clicking into it. 
 

 

Sign out 
Accessed from the menu pane or from the sign out icon at the bottom of the page. 
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Returns you to the log in page 

Leavers 
When you leave the organisation you will have access to the ePay system for 3 months following 
your leave date to allow you time to download and print your pay documents. 
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