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Unsure which HR Guide contains what you need?

We offer a variety of HR Products and Services!

Payroll HR Solution
User Guide (Select me!)

HR Support Center
User Guide (this guide)

HR Services in the Payroll System, 
Performance Reviews, Employee 
Messaging, Employee Documents, 
and HR Services at the Client and 
Employee level.

HR On-Demand, Chat with an HR 
Expert, create an employee 
handbook, Tax & Compliance laws, 
HR Training, documentation, and 
creating job descriptions.

https://docs.google.com/presentation/d/1h8JJAmkoyGAik75ZhqqyrZKxhoKZdN2zgq-zUoa2AdY/edit?usp=sharing
https://support.heartlandhelpcenter.com/hc/en-us/articles/13861310982541
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HR Support Portal  | 
 Log In Instructions

Use the instructions below when you are not signed into the payroll system. 
If you have access to Heartland Payroll, log in and use the single sign-on access feature.
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Website: https://apps.trustmineral.com

To change the password, enter the 

username and select Forgot Username 

or Password.

Your Username is the email address 

associated with your account.

https://heartlandpaymentsystems.myhrsupportcenter.com


From the main landing page, you can navigate throughout the site, find articles, get help, and much more! 

On the first log-in, the initial screen will prompt to update the user’s information and accept the Terms and Conditions. 
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Hover over each topic to expand the section.

HR Support Center  | 
 My Dashboard

Submit your HR Question directly to one of our pros! 

You have several methods to communicate with us. 



My Tools  |
My Profile

Hover over the avatar on the top right corner to access the My Profile screen. 

You can edit your account information and choose different HR subscriptions to receive via email. 
Be sure to sign up for state alerts! 
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Select the Actions button to edit your 

profile information. 

The account is built for the state(s) you are doing 

business with. Select any additional states to 

receive alerts for those areas.



Company Settings  |
Company

After selecting the avatar icon, select Company to access settings for your business. You can edit 
information such as your Location Name, Address, and Industry. 

It is important to verify your zip code and address, along with the number of employees at the location. 
This information drives features within the system to help keep you compliant!  
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Double check your Zip and Number of 

employees at this location to ensure your 

account reflects current details. 



Company Settings  |
Company / Add 
Location

Adding additional locations to your account is important to ensure accuracy, and compliance for the materials and 
resources available to your business! 

Access the Add Location screen on the far right of the page. Enter information for each field (unless noted as 
optional), and be sure to select Add Location on the right to save! 

Double-check your zip code and address, along with the number of employees at the location. 
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Toolbar  | 
The toolbar houses the menu options to navigate through HR policies, handbooks, tools, resources, and much more! Navigate 
through the menus and explore everything our system has to offer! 

My Messages alert the client to any tickets that need to be read or notifications to follow up with the HR Experts. 
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The bell icon alerts you on any ticket updates 

and notifications from the HR Experts. 

Hover over Company Policies to view 

and add employee handbooks. 
Hover over any of the 

toolbar options; a menu will 

expand the page options.



HR 
Compliance  |
Laws

The Laws screen is a quick access, comprehensive, all-inclusive reference guide that houses federal and state-specific, 
HR-compliant information for Benefits, Culture, Diversity & Discrimination, Employee Management, Health Care Reform, 
Hiring, HR Administration, Leaves & Accommodations, Money Matters, Safety, Technology & Privacy, and Terminations.
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Select each topic to learn more. 

Find articles, calculators, forms, guides, 

and related articles to each topic!

The tools, information, trainings, and documents help you 

understand obligations and best practices. 

We recommend using Filters while in individual topics.



Resources  | Use the Resources page to stay on top of frequently 
changing HR issues. 

Our video section covers subjects like; how to fill out I-9s appropriately, how to prepare your team for an 
emergency, and other helpful topics! There are also guides, checklists, and Q&A. 
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HR Tools  | The HR Tools menu provides calculators to measure vital statistics like Cost per Hire, Employee Turnover, and Absenteeism.

12

An entire library of customizable Job Description templates 

filtered by industry!



Templates  | The Templates menu provides access to a complete library of Forms, Letters, Sample Policies, and Toolkits. 
All documents are customizable, showing highlighted areas that need to be changed and HR-compliant wording 
to assist with completing each document.  
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Company Policies  |
Handbooks

Start the handbook process by filling out basic company information, and then look through different federal, state, 
and custom policies to include in your handbook. 

Each policy is categorized as required, optional, custom, or a best practice to include. 

Toggle on (green) to enable policies and toggle off (grey) to disable policies. 
For policies noting “Requires Customization” in orange, input the information as it applies to your company.
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Get Help  | Our HR Experts are here to help you and the business! To meet each type of business need, we have multiple means of 
communication you can use. 

To contact the HR Experts, either call into the hotline or submit a case. You can also contact Technical Support for any 
issues with the site itself.
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