
 

 

 

 

 

Lead Employer Trust 

Manager Registration User Guide 

 

 

 

 

 
Date Created:  01/03/2017 

Name of Creator:  Wendy Burney 

Review Due Date : 28/02/2019 

Name of Reviewer: 

Date Reviewed: 

 

 

 



 

 
 

Contents 

Introduction .................................................................................................................................. 3 

Registering with the System ......................................................................................................... 3 

Step 1 – EASY Login Page ...................................................................................................... 3 

Step 2 – Forgotten Your Login Link .......................................................................................... 4 

Step 3 – Enter your Email Address .......................................................................................... 4 

Step 4 – Password Reset Successful Page ............................................................................. 5 

Step 5 – Password Reset Email ............................................................................................... 5 

Step 6 – Provide Your Password .............................................................................................. 6 

Step 7 – Password Reset Complete ......................................................................................... 6 

Step 8 – Log Into EASY............................................................................................................ 7 

Step 9 – Provide a Security Word ............................................................................................ 7 

Step 10 – Registration Complete .............................................................................................. 8 

 



 

3 
 

Introduction 
This guide is intended to assist managers and authorisers complete the user account registration 

process where a user account has been created for them as part of the system implementation. 

The images used in this guide taken from our demonstration system, but the steps shown below still 

apply. 

An email may accompany this document that may contain additional information such as the EASY 

web address for your organisation. 

Registering with the System 

Step 1 – EASY Login Page 
Open the EASY login page for the Lead Employer trust Electronic Expenses system via this link 

https://let.easy.giltbyte.com 

 

https://let.easy.giltbyte.com/
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Step 2 – Forgotten Your Login Link 
Click on the Forgotten your login link on the login page. 

 

Step 3 – Enter your Email Address 
Enter your email address in the field on the Password Reset page and then click on the  Reset my 

password  button.  Please note that when you enter your email address this should be the email 

address that was used to send you the email that accompanied this guide. 

  

Enter your email address here. 
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Step 4 – Password Reset Successful Page 
After clicking on the  Reset my password  button, a password reset successful page will be displayed.  

This just a confirmation that the system has sent you an email to enable you to complete the 

password reset process. 

 

Step 5 – Password Reset Email 
Check your email inbox for the email that the system has sent.  The email contains a link that will 

open the page to enable you to provide a new password.  In addition, the email confirms your 

username that you will require to log into the EASY System in future. 

 

Click link to provide password 

Your username 
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Step 6 – Provide Your Password 
Enter the password that you have chosen in the New Password and New Password Confirmation 

fields, and then click on the  Submit  button.  At the top of the page there is a note that tells you 

what your organisation’s password requirements are, e.g. minimum length of 8 character, a mix of 

upper and lower case characters and a number. 

You will be asked to provide the password each time that you log into the system. 

 

Step 7 – Password Reset Complete 
The Password Reset Complete page will be displayed.  This also has a Log In link that you should click 

on to take you to the Log In page. 
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Step 8 – Log Into EASY 
Enter your username that was provided in the email that was sent to you, enter the password that 

you have chosen and click on the  Log in  button 

 

Step 9 – Provide a Security Word 
When you first log into the EASY System you will be asked to provide a security word.  The security 

word is effectively your electronic signature, and the system will ask you for three characters from 

your security word whenever you submit your own expense claims for authorisation or when you 

are authorising your staffs’ expense claims or vehicle details. 

Enter the security word that you have chosen in the Security Word and Retype Security Word fields, 

you will also need to enter your password and then click on the  Set Security Word  button. 
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Step 10 – Registration Complete 
After clicking on the  Set Security Word  button, the EASY Home page will be displayed and you have 

successfully completed the registration process. 

Remember that you will need your username, password and security word when using the system in 

future. 

 

 

 


