
Adding a Secondary Logon



The data you see in this tutorial is completely fictitious. It was made for 

instructional purposes only. Any resemblance to a real person or business 

is completely coincidental.



From the logged in summary screen, click Manage My Profile in the top right.



Click the More… tab.



In the My Users panel, click Manage Secondary Logons.



Click Add on the right.



Enter an email address unique to the person you are adding a logon for. 

The email address will serve as their username. Then enter their name.



Select a Type of Access. Administrators can create additional secondary logons and edit the 

access levels of existing secondary logons. Account Managers can perform actions like 

filing or paying but can’t add or edit the access of other logons. Then click Next.



This screen determines the employer and the account that the new logon will be 

granted access to. Leave both the ‘Default’ and the ‘Paid Family and Medical Leave 

Contributions’ boxes checked to grant this logon access to your account. Then click Submit.



An email with a link will now be sent to the email address given for the new logon. 

This link will allow the secondary logon to finish setting up their logon.



When the person receiving the secondary logon clicks the link in their email, 

they will be taken to this screen. They will confirm the name they wish to 

use, and then enter a password and phone number. They then click Next.



Finally, they will select a security question and enter their answer. If they forget 

their password, they will be asked this question. They then click Submit.



The secondary logon is ready to use. They can now log on 

from the home page with their new username and password.



Click here for more tutorials!

http://www.maine.gov/paidleave
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