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User guide 
 

John Hancock Investment Management Simple Pay User Guide 
 
Welcome to the John Hancock Investment Management Simple Pay User Guide. This guide will help you through 
each step of using the John Hancock Simple Pay system, from logging in, to submitting and confirming payroll 
contribution rosters. 
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GETTING STARTED 

 

Log-in Use this link to access John Hancock Simple Pay or go to jhinvestments.com and follow the 
link found on the page. 

 

 
  

Continued on next page 

 
 
  

https://www3.financialtrans.com/tf/FANPlan?tx=login.Login&cz=b0914071307001302140210
https://www.jhinvestments.com/AccountAccess.aspx
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Log-in, 
(continued) 

Once there, enter the Operator ID (user ID) and Password that has been emailed to you by 
John Hancock and click Login. 
 

 
 
Important: Please change/reset your password after initial login. 

 
 
Password 
Requirements 

 
 
The following covers the mandatory password requirements for logging into John Hancock 
Simple Pay: 
 

• Passwords must be 8 characters 

• Passwords must contain at least 1 letter 

• Passwords must contain at least 1 number 

• Passwords must contain at least 1 special character 
 
If you experience any issues when updating your password, please call 1-800-231-0376. 

 

Continued on next page 
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Reset Password 
– Not Disabled 

If you have lost or cannot recall your password but have not disabled yourself, you can reset it 
using the Change/Reset Password button. 
 

 
 
Once selected you will be asked to provide your Operator ID (user ID) and Email Address.  
Enter required information and click Next. 
 

 
 

 You will be directed to the Reset Password screen.  On this screen you must first answer your 
reset password security questions before you can create a new password.  If you cannot 
recall your Reset Password Answers, please call 1-800-231-0376. 

 
 
Your new password must meet the 
requirements listed below:  

• 8 characters in length 

• At least 1 letter 

• At least 1 number 

• At least 1 special character 
 
It is not recommended that you use any of 
your previous 6 passwords. 

 
Disabled 
Password 

 
If the Operator ID is not logged into every 30 days, it will become disabled.  Please contact 
John Hancock at 1-800-231-0376 to have your password reset. 

 

Continued on next page 
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Reset Password 
Questions 

This section will walk you through resetting your password security questions within the 
Simple Pay site. 

Step Action 

1 In order to update your password questions on John Hancock Simple Pay, you 
must first be logged into your account. 

2 From the Plan Details screen select the Profile link. 
 

 
 

3 You will be redirected to the Operator Profile screen, where you simply select 
new questions from the dropdown lists provided and fill in the answers. You can 
update your email address on this screen as well. 
 

 
 

Continued on next page 
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4 Once you have selected and answered your security questions, you will be asked 
to confirm your selections. After confirming, the changes will be in effect. 
 

5  From here, clicking Continue will bring you back to the Plan Details page. 
 

 
 

 

Continued on next page 
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Security Code 
Authentication 

John Hancock Simple Pay uses a risk-based authentication to provide an additional layer of 
security to site users when logging in.  You may be challenged and asked to provide a security 
code, which will be sent to the email associated with your John Hancock Simple Pay user 
profile. 

Step Action 

1 When challenged, the Security Code Delivery page will display a notification that a 
security code was sent to the email address associated with your Simple Pay 
Operator ID.  There is a “time remaining” countdown clock to indicate how much 
time you have left to enter the code.  The code will expire after approximately 5 
minutes. 
 

 
 

2 You will receive an email from John Hancock Simple Pay containing the security 
code.  
 

 
 

Continued on next page 



 

  

John Hancock Simple Pay                          Updated January 2021                                                                                  8 

 

3 The security code should be entered on the Security Code Delivery screen within 5 
minutes from when the countdown starts.  Once you have entered the security 
code, click the Verify Code button to proceed with your Login. 
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Navigation/ 
Landing Page 

After you have signed in, you will land on your Plan’s general information page.  From here, 
you can navigate to view contact details by clicking Company Information and create your 
Plan’s contribution rosters by clicking the Access Rosters button at the bottom of the page. 
 

 
 

Continued on next page 
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PAYROLL ROSTER 

 
Roster Selection 
Page 

On the top right of the Roster Selection page, are clickable links to access your Operator 
Profile, Plan Details and logoff the website.  You can also access our FAQs (frequently asked 
questions) document and utilize the print function to print a confirmed payroll roster.  Below is 
a list of items and their descriptions. 

 
 

 
The calendar icon will allow you to search rosters by date. 

FAQs Collection of frequently asked questions to assist Plan Administrator when questions arise 
while using the John Hancock Simple Pay website. 

LOGOFF Will log you out of the John Hancock Simple Pay website. 

PLAN DETAILS Will bring you to a screen showing all details of the plan (i.e. name of plan, plan ID, contact 
information, banking details, and participant information). 

PRINT John Hancock suggests that you print the Roster Confirmation page after you have submitted 
your payroll contribution roster.  If you have the ability, you can print to a PDF and save the 
file instead of printing to paper. 

PROFILE Will bring you to your Operator Profile where you can change your Security Questions and 
Answers and update your email. If you wish to leave this page without making changes, 
simply click the Cancel button. 

 

Continued on next page 
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Roster Lists Once you have begun to enter roster information and submit them, the page will display a 
current list of rosters in progress (shown as Work-In-Progress) and ones that have been 
processed (shown as Processed).  Only 5 Work-In-Progress rosters are allowed at any one 
time. 
 
You can sort rosters by Status – Confirm Number – Trade Date – Total Amount or Participant 
Count by clicking the blue link.  You will see the list auto sort and an up or down arrow appear 
next to the link. 
  
To access the details of a roster, (i.e. employee/participant name and contribution 
breakdown), simply click on the Access Roster link to the right of the page. 
 

 
 

 

Continued on next page 
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Roster Lists, 
(continued) 

Once you select a roster to review, you will be able to edit the details, up until you submit the 
roster for processing. 
 

 
 
To return to the list of rosters, click the Return to Roster Selection button. 
 

 

Continued on next page 
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Creating a Roster Use the following steps to create a new roster within the Simple Pay site. 
 

Step Action 

1 Click on the New Roster button located on the upper right side of the screen. 
 
 

 
 

 

Continued on next page 
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2 Choose whether the Contribution Year is current or prior by using the dropdown 
list. You can select prior or current year for different employees within the same 
roster. 

 
 

3 Enter contribution amount next to employee/participant’s name, making sure to 
break it down by employer and employee amounts. 

4 If you wish to remove a participant from a roster, simply check the box next to the 
employee/participant’s name and click on the Remove Participant button. 
 
This will only remove the participant from this roster and not from the entire 
plan.  An employee/participant cannot be removed from the Plan.  

5 After you have completed the roster, click the Submit Roster button for 
processing. 

 

Continued on next page 
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Creating a 
Roster, 
(continued) 

Once submitted, you will be brought to the Roster Verification screen.  To confirm the roster, 
select the Confirm button located at the bottom of the screen. 
 
 

 
 
 
The trades will not be processed until the roster is confirmed.  When confirmed, you will not be 
able to make any changes to the roster. 
 
If any changes need to be made, please call John Hancock at 1-800-231-0376. 
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Print 
Confirmation 
Page 

Once the roster is confirmed, you will be provided with a Confirmation Number. 
 

 
 
IMPORTANT: John Hancock suggest that you print this Roster Confirmation page for 
your records.  If you have the ability, you can also print to PDF and save the file instead 
of printing to paper.  
 

  
Modeling a 
Roster 

If you wish to recreate the same payroll roster with no changes, you can do so by using the 
Model Roster button found on the Roster Details page.  
 

 
IMPORTANT: If you would like to have the same employees/participants but wish to 
enter different dollar amounts in the future, make sure to check the ‘With Zero 
Purchase Amounts’ box to zero out the participant dollar amounts. 

 


