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PAYCOM GUIDE: ACCOUNT, PAY, AND TAX SETUP

Step 1: You will receive an email from ‘systemmessage@paycomonline.com’ with the subject
line ‘Welcome to Paycom’. Click the ‘Start’ button to complete the registration process.

Getting Started With Paycom

Step 2: Select a Language and click ‘Next’.

Step 3: Enter your phone number, confirm how you would like to be sent a verification code,
and click ‘Send’.

Verification

Please take a moment to verify your
phone number.

When verifying, message & data rates may

® apply.
Use the link from your email to return here in
the future.

Phone Number

How would you like to receive your verification code?
® sendansms
(O send an automated voice call

SEND
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WELCOME

Step 4: A ‘Welcome’ pop up will appear on your screen. Please click ‘Next’.

CREDENTIALS

Step 5: A ‘Credentials’ pop up will appear on your screen. Your email will autofill in the
‘Username’ field. Please make sure to complete the ‘Password’ and ‘Confirm Password’
fields.

Credentials
G et Sta\ What would you like to set for your username and
password?
Choose a sel|
These credentials will become active once your employer completes the
hiring process. Remember this information for later access to your
Employee Self-Service. While completing the self-onbearding process,
please use the link provided in the email that brought you here to return ==
I
| Please note: If you have used Paycom with a previous employer, you will not be ff\
/)
.

=N
able to use that same email address for this account. ) )

&
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Step 6: Complete the security questions and click ‘Continue’.

INFORMATION

Step 7: An ‘Information’ pop up will appear on your screen. Complete all required fields
within this section, including your Birth Date, Address, Phone Number, and Emergency
Contact. Then click ‘Continue’ again.
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PAY SETUP (DIRECT DEPOSIT)
This section must be completed prior to your start date to ensure there are no payment delays.

Step 8: A ‘Pay Setup’ pop up will appear on your screen. Enter your bank account
information and click ‘Next’.

< o— X

Pay Setup
Enter your bank account information for
your first account

What is Direct Deposit »

Bank Name
Routing Number Ii

Verify Routing Number

Confirm Account Number

Step 9: Sign and acknowledge your Direct Deposit Authorization Agreement and click
‘Finish’.

< o—— x
Pay Setup

Sign and acknowledge your Direct Deposit
Authorization Agreement

By selecting this check box and clicking Update, | have agreed to the
terms within the Direct Deposit Authorization Agreement

Select a signature method below
Signature Method!

@® Handwritten
Q Typein

Use the mouse (or finger if on a touch device) to create your
signature in the box
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TAX SETUP
This section must be completed prior to your start date to ensure there are no payment delays.

Step 10: A ‘“Tax Setup’ pop up will appear on your screen. Complete the required ‘Federal
Filing Status’ field, along with other requested information, and click ‘Next’.

Tax Setup
Please answer a few questions about
your Federal Tax setup

View Legal Notice »
Extemal Resources

GD Form W-4 Worksheet

GD IRS Withholding Calculator

* Indicates Required Field

Filing Status

Federal Filing Status *

D Multiple Jobs

Claim Dependents

Step 11: You will then be prompted to complete additional state forms. Once finished, click
‘Next’.

Step 12: Sign and acknowledge your W-4 Form and click ‘Finish’.

Tax Setup

Sign and acknowledge your W-4 Form

Select a signature method below
Signature Method:

@ Handwritten

Q Typein

Use the mouse (or finger if on a touch device) to create your
signature in the box




