- Online Check Stubs Job Aid:
Paycor Employee Guide

Online Check Stubs Employee Guide

Paycor’s Online Check Stub’s service provides a secure area to view, print and download your
check stubs through the Internet. This means you can access your pay information any time,
from anywhere.

Note: Paycor's Online Services are best viewed with a display resolution of 1024x768 within
the browsers and operating systems that you can find here:

http://www.paycor.com/system-requirements

Employee Functions
“» Registering as an Employee

“» Signing in as an Employee
~» Forgot your user name?
“» Forgot your password?

“» Registration and Access — Troubleshooting for Employees

Detailed instructions and screen shots for each topic begin on the next page.

Paycor Access Code: 125512
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Registering as an Employee — Employee Function

When you are granted access to one of Paycor’s applications, an administrator at your company
will have created a record where your personal, contact, and other information is stored. When
that happens, you should receive an email asking you to register so that you can access and
update your information as designated by your employer.

Note:  If you are an employee, your employer must have your Date of Birth and Social
Security Number (SSN) entered in the system in order for you to register for a
Paycor.com User Name.

To register, follow the steps below. Screen shots that illustrate these steps are on the next

page.
O a) You should receive an email to “Register for your client account at Paycor”.

b) Click the link in the email you receive.
OR
a) From www.paycor.com click Sign In.
b) Skip the User Name and Password fields.
c) Click the “Register Here!” link below the Sign In area.
@ On the Registration information page: enter your Last Name and Access Code.

Note: The access code is in the body of the registration instructions. -
You should type this code into the Access Code field.

Click the button. )
9 On the Security verification page: enter your Social Security Number and Birth Date.

Click the button.

Note:  This step is only needed for employee users who receive paper registration
instructions. Contacts will not see this page.

(4) On the Create username and password page: enter a User Name, Password, and
Email Address.

Click the button.

Note: [f you already have a Paycor account, sign in and Paycor will combine your new
registration information to your existing account. (screenshot on page 4)

(5) On the Verify your email address page: enter the Verification Code that was just sent to
the email address you entered when creating your user name.

Click the button.

(6 On the Change your security questions page: select your Security Questions and enter
your Answers.

click the IS b.tton.,

9 Once successfully registered your home screen may look similar to what can be found on
page 5 depending on the services and access given to you by your company.

Screenshots are continued on next page.
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Dear Kyle,
As an associate of Perform Design LTD, you receive a Paycor account

that will give you access to your employee information whenever you
need it. To get started:

Register for an account at hitps //enlerpnse. paycor com/Accounts/UserRegistration/Register
with the following access code:

26FA1FE2-79485

Complete a few simple steps and gain immediate access to your information.

Please contact your manager or HR representative at Perform Design LTD with any
questions.

Figure 1: Start Your Registration email.

f Password

ot —

Sign In
Dont have an accowd? Regutar My’ E

©201SPaymr Ine  Payoor mm FAl Hysten Requiewerts  Conlad  Finag Poiy  Toirns @ Condions 16T

Figure 2: Paycor.com Sign In screen — click “Register for a User Name and Password”.
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Registration information

Before weu can begin a=cessng vour personal pay mformation. we will need te 0o thraugh a couple of steps to venfy your denity

Last Name

Access Code g
e

Security verification

Far your protection we a3k that you provide hwo addhanal peces of venficatien information

Social Security Number e
Birth Date
miedae g

)

Create user name and password Sign in

User Name If you aiready have a Paycor account sign n now and we will add this reqistration 1o your
exisling account

User Name
o Forgot?

Password

Pazsword

Verify Password
Forgat?
E—

t acknoiwiegge that my checkstub andior payrellnfarmation 1s avalable to me
on onfine via Paycars web-based portal

Conlinye

Verify your email address

\We ve sent a verificabon code to the email address associated with your account Please check your emall and enter the cade here

Verification Code a . e

Page 4 Copyright © Paycor Inc. All Rights Reserved Updated: 2/13/15



o Online Check Stubs Job Aid:
Paycor Employee Guide

Update your security questions

In the event vou forgst your user name or password, your security questions will be used to venfy vour identity.

Plaasa complets 2ach qusstion and 4o not use the same answar more than anca.

Guesbon 1 ansier 1
What is your father's middle name® A
Quesnen 2 “nswerz @
What Is your favente spent? o
Queshon 2 Answer 3
Whare is your favorite vacation spot? v
Ouzshen & Answer 4
What was vour high scheel’s massot? v

Home  Payroll  Time and Attendance  HR and Benefits Give Feedback

1 o - ad T

- 2:18:30 PM = [ T .1 ]

———a = | o - —i-—
i - }—“—*————- SeEes
My Check Stubs Employee Self-Service Manage HR
Payroll Time & Attendance HR & Benefits

= e

Step 4: If you already have a Paycor account:

Your IDs will have been merged. Please note that the page references the credentials to use
going forward when accessing Paycor.com.

Click to go to your Online Home page.

Combine User IDs

Congradulations, your IDs have been merged.
Your new User ID, password, emall address and secunty questions have been saved. Please use the following credenbals to access Faycor.com.

User ID
Email Address
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Signing in as an Employee — Employee Function

&) From www.paycor.com click Sign In.

@ Enter your User Name and Password and then click the Sign In button.

e Click My Check Stubs.
View your check stub information.

™
Paycor ¢

Home Pavioll  HR and Benefits

tie Checr Stubs |

Help
Change Password
Chanae Emall |
=28 s eems- o @ -
64 LISN S TREE S )
e Paycor
JAMES ROWEN Check 1ub for the porme (2172012
321 HUNT ROAD 10 GL2IIMTY
CRNCONNATI OH 45742 wnth & pay dune of May 4, 3012
EMPLOYEE AND TAX INFG OTHIN NFO Ovect Do 4 075458305
Employee d 1 FiTwar Ma
Departmenn 4 8004 oM M
]ﬂut e ]nm | umarary | rﬂ—\u-r: i Laal] ]‘.'nl'ﬂﬂl IC:H__MI] hid | ' u cmmes | o
I l - IR 5 CEd I s \ THEE BT B e ]
L] 5 ’
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Forgot your user name? — Employee Function
@) Go to paycor.com and click on the Sign In button in the top right button.

Skip the User Name and Password fields.
Click the “Forgot your user name?” link below the Sign In area.

e
9 On the “Recover your user name” page: answer the question, What is your E-mail
Address?

(4

Click the Next button.

The next page will ask you to answer one of the security questions you entered when
signing up for your Paycor user name and password.

Click the Next button.

9 Go to your email, and recover your user name. Then return to paycor.com and sign in.

S -
. Username 1 4
— T ror e | i r
' Passward - ey

BT 4 \’
Paycor

Lhald oo o mmr B e ot

Paycor @

Recover your user name

What is your Email Address?

&=
T Recover your user name

Please answer the following question

wWhat state were you born in?

Gmail - “ [+ ] o u - - tore ~
m Paycor Online Services User Name Recovery mbox  x 5 8
Inbox Paycor nareply@paycar com 154 PM {0 mimutes ago) -
Starred tame -

Impartant e Dear Jacklyn Mcgrew
Chats
Sent Mait Thank you for your interest in Paycor's Online a3 Your usemame is megrew1979
Drafis
The link below will take you directly to the login screen of Payc o end you

el save Llhis page as a Favorite once your browser opens, sa you can
Spam easily navigate ta this site again and again
Trash
. [Copy and paste the following URL into your browser's address bar:
» Circles & it aycol com/payeorauthi

More ~
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Forgot your password? — Employee Function
@) Go to paycor.com and click on the Sign In button in the top right button.

Skip the User Name and Password fields.
Click the “Forgot your password?” link below the Sign In area.

&
3} On the “Recover your password” page: answer the questions, What is your User Name?
and What is your E-mail Address?
Click the Next button.
e next page will ask you to answer one of the security questions you entered when
(4) Th t ill ask t fth ity ti y tered wh
signing up for your Paycor user name and password.
Click the Next button.

@

Go to your email, and recover your password. Then return to paycor.com and sign in.

After signing in, you will be prompted to Change your password. Enter the password that
had been emailed to you, and then enter a new password. Click on Change Password.

Paycor ©

Forg s L aerare™
, Faireied
=== e f \ 7 :

i

o have a0 acumet® Reagimer Hare

Reset your password

&

What is your User Name?

What is your Email Address?

Screenshots continued on next page.
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Reset your password

&

Please answer the following question

What state were you born in?

— Gmail ~ “ a ] [] R - Hore v
@ Password Reset Confirmation from Paycor mbox &
Inbox Paycor noreply@paycor com 1:36 PM (0 minutes ago) -« -
Starred tome ~
IFBetant; Dear Jacklyn Mcgrew,
Chats
Sent Mail Your password for Paycor Online Senvices has been changed.
Drafts
Al Mail < NkZ+~MES$8R >
Spam [Copy and paste the follewing URL into your browser's address bar
Trash hitps (/secure paycor comipaycorauthiloginEE aspx |
Circles &
More ~

Welcome, Jacklyn Mcgrew  Sign Out

Paff:or

Change your password

You are required to change your password. Please enter a new password below.

Passwords must meet the following complexity requirements
o Must be between 7 and 12 characters
« Must contain at least 1 upper case character
o Must contain at least 1 lower case character
= Must contain at least 1 numenc character
o Cannot contain any of the following characters [Jif()V >- &=

Enter your current password:
Enter your new password:

Enter your new password again:

Change Passward

202 Fayear e Fajcor com Svalem Reaurements Lortact SR acy Poioy Tzrrs & ZondTens
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Registration and Access — Troubleshooting for Employees

| am having trouble viewing my online check stubs. What steps can | take if | am
receiving errors or the check stubs are not displaying properly?

@ Please check to be sure your device meets the following requirements on:

¢ http://www.paycor.com/system-requirements

& Pop-up blockers: Your pop-up blocker utility could prevent you from viewing your check
stub by blocking or closing your browser when you click the “employee sign in” button. To
avoid this issue, hold down the CTRL button while clicking the “employee sign in” button.
This will override the pop-up blocker and allow the sign in screen to appear as normal.
Another option is to set your pop-up block program to “always allow pop-ups from this site”
and/or add https://*.paycor.com to your list of Trusted sites.

| am having trouble completing the registration process. What steps can | take to
ensure | register right the first time.

@ Please check to be sure your device meets the following requirements:

e hitp://www.paycor.com/system-requirements
@ Be sure you have the following items ready and in hand before you continue:

¢ Your Email Address — If is recommended that you do not use a shared email address
because sign in information will be sent to this address.

e Registration Instructions — These will be provided by your employer, and will include the
Access Code that is required when signing up for a User Name.

| have tried all of the troubleshooting steps above and I still cannot view or
register for Online Check Stubs. What do | do now?

Please contact your Payroll or Human Resources department. They are authorized to reset your
access codes or they can get in touch with a Paycor technical support associate.
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