 

Employees please follow the below instructions: 

**Internet Explorer is the preferred browser for HR Online**
 

1.) You will go to www.mypaychex.com and select 'Register' on the right-hand side.
2.) Step 1 will be a security check to be entered as shown.
3.) Step 2 will be where you add your service. Select HR Online (Human Resources Online) in order to get your account created.
     -Your company ID will be 0430 in the first box and J462 in the second.
     -Your HR Online username will be the first initial of your first name and your entire last name, all lower-case and all one word  (ex: jsmith) 
     -Your HR Online password will be  your first and last name initials capitalized, followed by the last 4 digits of your SSN (ex: JS1234)
     -You will then click 'Verify Account' and it will say you have added one service.
4.) Step 3 will be filled out with your own personal information.
5.) Step 4 will be where you will create your username and password for your MyPaychex.com account/login. This will be what you will use going forward.
6.) Lastly, you will click 'Create MyPaychex Account' at the very bottom which will establish your account and login information. 
 

 You can then add any additional services as needed. 
 

* If you need any assistance registering or adding a service, please call 877-281-6624, option 1 for MyPaychex.com assistance then Option 6 and have your company ID ready (0430-J462)
