HOW TO SIGN UP FOR PAYCHEX EMPLOYEE REGISTRATION

(login: www.paychexflex.com)

Social Security Number needed to complete the registration process

Step 1: Click Sign Up

PAYCHEX FLEX"

’ Paychex Flex Login
\
|

Enter Username

Next

Forgot Usemname or Password?

Step 2: Click Enter Personal Information - enter your personal information as
listed on the paper

Step 3: Click Continue

0 0 0 0 0

Personal Information Security Information Securty Level Account Information Email Verification

Sign-Up: Personal Information

Welcome to the PAYCHEX FLEX system. To register your account, complete ihe infomation below.

First Name:* Mi: Last Name:*

Date of Birth:"

Mori  [v]  Day M Y M

88N Re-enter SSN:*
Frimary Telephone:* Extension: Secondary Telephone: Extension:
Please enler the home address that matches our payrollrecords. If another address is used, we may not be abe to set
up your account
Address Line 1 Address Line 2:
City:* State:* Ip: Country:*
lect Sta i United Siales d
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Step 4: Review and Verify your information...if correct, click Yes

Verify Information

Please confirm the accuracy of Patty Tester's information

SSN: 888-55-2222
Zip: 14620
Primary Phone: (585) 555-1234

e -
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Step 5: Enter Your Security Question from each Drop Down Menu, then enter
your answer in the associated answer field, then click Continue when your
done

() 2] o o o

Personal Information Security Information Security Level Account Information Email Verification

Sign-Up: Security Information

Select four security questions and enter the answers.

Security Question One:* Answer:*

What was the name of your favorite teacher? v i
Security Question Two:* Answer:*

Who Is your all time favorite sports star?
Security Question Three:* Answer:*

What was your childhood nickname?

Security Question Four:* Answer:*

What was your combined SAT score?

CaEmEs
I
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Step 6: You decide the security level for your account
(Highly Recommended - When | log in from an unrecognized device)
Step 7: Select a default method to receive verification codes
(Highly Recommended - select Text Me)

Step 8: Click box - | acknowledge | have read and understand the user security
levels.

Step 9: Click Continue
o ) ) o o

Personal Information Security Information Security Level Account Information Email Verification

Sign-Up: Security Level

From time to time, the enhanced login process may require more information to complete your login

Please choose a security level you'd like us to use to provide this information

Maximum Security

Send me a verification code

® When | log in from an unrecognized device (recommended) o

Every time | log in (7]

Show me alternative security oplions

Select a default method to receive verification codes. You will be able to update the default method in your profile

Phone

(200() XXX-1234 Text Me Call Me ® Ask Every Time

Note Message rates may soply for text 0pton

I acknowiedge | have read and understand the user security levels.”

EIEOED s
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Step 10: Sign Up Account Information

Create a Username and see username requirements

Sign-Up: Account |n ey s s
« A minimum of 8 characters
+ No more than 18 characters
« Do not allow spaces and may contain

period, hyphen, and underscore.

e

Create Password:* Verify Password:*

Create Username:”

Primary Email:* Verify Email:*

342 E) «) ¥ O
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Step 11: Sign Up Account Information
Create a Password, Enter the same Password in the Verify Password

As you enter your password the green bars indicate whether you met the
password requirements

If both create password and verify password match you will see a green check
mark

Enter your primary email address and verify your email address

If both primary email address and verify email address match you will see a
green check mark

Sign-Up: Account Information

Password Requirements:
« 8-32 characters
« NO spaces
« atleast 1 uppercase and 1 lowercase

Create Username:”

letter
- « atleast 1 number
ptester123 o « cannot contain userame
« acceptable symbols are @ . (Period) -
and _
Create Password:* Verify Password:*
Bl BN B )
Primary Email:* Verify Email:*
Create PIN:* Verify PIN:*
]
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If you receive an warnings & errors message, please try the process over and if
you continue to receive a warnings & errors message, please contact
Foundation HR.

Warnings & Errors

ERROR The personal information you entered is already registered. You will be returned to the
previous screen where you can confirm the information and try again. If you've forgotten your
username or password, retumn to the login page and use the Forgot Usermname/Password feature
to access your account (WEB167)

o % O

Step 12: Email Verification

You will be prompted to check your email and verify your email address

1] 2] o o 5]

Personal Information Security Information Security Level Account Information Email Verification

Sign-Up: Check Your Email

Success! Email sent to pxtester999@gmail.com Open it, and use the link to activate your account

557 ‘ SDIEE o =)
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Step 13: Below is what the email looks like...

Clicking the link to verify the email address...this is the final step to activate
your account

The next time you go to Paychex Flex.com you will be prompted activate your
account

Please Verify Your Paychex Flex Account weex x &8

noreply@paychex.com 10.08 AM (2 minutes ago) - -

tome «
You've successfully created a Paychex Flex account. Your usemame is: joannemaster
Please click the link below to venify your account

hitps //myappsimp paychex com/landing_remote/login do2trnid=00JWDGDYJ1222VOC309)

thw.mmm%tuummmmnﬂn ¥ you have a question or comment please contact your company administrator or specific Paychex branch office. Visit our office
locations page on www paychex com for the appropriate contact information

Sincerely,
Paychex
© 2017 Paychex_ Inc. 911 Panorama Traill S. Rochester, NY 14625

For information regarding prvacy and secunty at Paychex, visit www paychex com and chck “Privacy Statement™ at the bottom of the page
The content contained within this email reflects the most current information at the time of its release Any information pronded i this email may no longer be viable subsequent to #ts issuance

The in this ge may be 0 ‘ and from If the reader of this ge 1S not the ipent, or an employee or agent

ible for delivering this ge to the i Kok Yois s Dby ciiled that iyt aweimieiaic, e lulion of ot . = e s zin oY
recenved this communication in error, please notify your ly and delete this ge from your Thank you ’
- here to Reply Reply to all or Eomwa

0 GB (0%) of 15 GB used
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Step 14: IF you do not receive an email - login back in to www.paychexflex.com
and click resend email

Paychex Flex Login

Lets activate your account
Use the link in the email we sent previously

Can't find your email? Choose resend email

Resend Emai

] RIS
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http://www.paychexflex.com/

STEP 16: IF you do not verify your email immediately after receiving the email
verification link, the email link will expire. If this happens, please click resend
email. If you do not see the screenshot listed below login to
www.paychexflex.com

NOW YOU KNOW HOW TO SIGN UP FOR ACCOUNT IN PAYCHEX FLEX

Paychex Flex Login

Lets activate your account
Use the link in the email we sent previously

Can't find your email? Choose resend email

Resend Email

T EEE
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