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Paychex, the site where you view your paystubs and tax forms, is moving to a new single sign-on
platform for a better login experience and additional security! This change will require your action to
create a new account once you are prompted to register by the Paychex system.

What You Will Need

You will need the following items to begin the registration process:

» Personal information

n J o Social security number

u v 4 0 Primary phone number

D / o Address

»  Primary email address that you can access

Registering for Your Account

STEP 1: Go to https://landing.paychex.com and log in to initiate the registration prompt.

Paychex.com | Contact Us

PAYCHEX

Welcome To MyPaychex

MyPaychex Tools

- How to Use MyPaychex
« How to Use MyPaychex One-Source Solutions
 Mini -

Username: |username
"

=

G Register Now

If you do not have a MyPaychex account.

What is MyPaychex?

« It's a self-service portal to all your Paychex
services and accounts.

+ Convenient - all your services in one place.

+ Less to remember - just one username and
password.

[ Register ] [ How Do | Register? ]

Copyright © 2021 Paychex. Inc. Al rights reserved. Trademarks  Privacy Policy » Security Center » Contact Us
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STEP 2: You'll be prompted to PAYCHEX
register for a Paychex Flex account.
Click Register now to get started. Get a fresh new account
with Paychex Flex

Now you can find payroll and benefits in one place! Don't have time
now? Skip it and continue to your existing aceount. Register for your

19/2021.

It's nice to mest you
STEP 3: E nter you r persona I | nfOI’matlon ' ‘ Are the t's crossed and Ihe.\'s dotted? Make any changes you.wuuln like.
Already have an account with us from ancther company? You'll need to log
‘ in to Paychex Flex and link your exisfing account instead

Some information may already be entered for you.
Please review for accuracy.

Link previous account

Personal information

NOTE: Make sure the email address is a primary
email that you have access to.

S5N * Re-enter S5H *

This is the email that will be used if you ever I
need to recover your username or password. '

Address ong *

Address two

]
T
]
0

Contact informaticn

This information is used fo venfy your idenfity, send account updates, and to recover your
usemame and password if needed

Nexd Up: Login details
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How to Move from MyPaychex to Your Paychex Flex Login grOUp“

STEP 4: Create your new username, ©)
password, and PIN. About you Login details Security seffings

Refer to the on-screen tips to ensure you

meet all the req uirements. Let's set up your account
X Create an easy-to-remember uzername and a secure password - you'll need
both fo get into Paychex Flex.
NOTE: Your Paychex Flex username must
. Usemame tips
be different than the username(s) you I o 18 e

used for other Paychex applications. " fou can uss eter, nurers,

hyphens, penods, and underscores

Password tips

Password* o = 1o 32 characters

= At least one uppercase and one
owertase ketter

= At beast one number

= You can use letters, numbers,
hyphens, penods, underscores, and
parentheses

Re-enter Password®

= Cannot contain usemams

PIM tips
PIN* Re-enter PIN* = 4 to 10 numesic characiers

= This extra security measure helps.
confirm you're you

Return To: About you Mext Up: Security settings
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STEP 5: Provide answers to security questions of your ©- -©- —0

choice. Choose the security level that best fits your needs.

> Keep it all secure
I Setthese sscurity messures to help pratect your identity and information

NOTE: You must enter unique answers to each of your

security questions. You cannot enter the same answer e T et s ek
tWiCe. Ernlir?cJ'a'swe‘s.

STEP 6: After you've completed all the required fields,

click Finish to create your Paychex Flex account.
IMPORTANT: Once your new account has been '
created, you'll need to go to www.paychexflex.com
moving forward to access your Paychex application for e ———— ’
viewing paystubs and tax forms.

Bookmark this new site for easier access!
Securily Level

For even more peace of mind, choose an option below

(@) Receive verfication code by phone when logging in from an unrecagnized device
() Receive verification code by phane every login
Show alternative securiy options

Verification Code Delivery Options

(@) In=text message" (7)) In 2 uoice meszage (0) Askme euery time

xy apaly

[ 1 zcknowiedge | understand my security s=tings

Return To: Login details

You will now be able to log in at www.paychexflex.com.
You'll be greeted with a quick overview of Paychex Flex during
your first login. Take the tour for more tips!

Welcome to

Paychex Flex!

Before you get started, let's take a look around

Start Tour
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Viewing Your Paystubs

STEP 1: To view your paystubs
after logging in, click Payroll Logged in a3

on the menu to the left.
B March 17, 2021

Payroll

Check History

STEP 2: Click Check History. — Vear: [2021 v
Print Tax Forms
Blank Forms
Check Date Check # Batch #
. =ik . DIRDEP 1
STEP 3: Click on the Check DIRDEP 1
H 4 DIRDER 1
Date for the paystub you wish 212072001 = :
to view (hyperlinked in blue.) 02/19/2021 DIRDEP :
02/12/2021 DIRCEP 1
. . 02/05/2021 DIRDEP 1
The paystub will open in a new o1/20/0001 P, .
WlndOW. 01/22/2021 DIRDEP 1
01/15/2021 DIRDEP 1
01,/08/2021 DIRDEP 1
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