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Employee Login Creation 
 

 
Before you begin, you will need to get a web URL or link from your employer. 
 
 
Once you are on that website, click the “Create a new profile” link as shown below. 
 

 
 

 
 
Enter the requested information and click the Submit button. 
 
Notes:  The Company Code can be found on previous paycheck stubs.  It is a 4 character code that 
typically precedes the employer name on the stub.  If you can’t find this code, check with your 
employer.  Enter your first name as it appeared on your prior paycheck stubs.   
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Next, enter your email address.  Create a login and password.  Then, click the Submit button. 

 
 
 
 
You will receive verification when the enrollment is complete.  Click on the “Return to the sign in form” 
link. 

 
 

 
Log in using the login and password that you just created. 
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Once you are logged in, you can view available pay stubs and W2s (when applicable). 
 

 
 

The image below is an example of what you will see when you click on the “Pay Stubs” link.  Click on any 
“Earnings Statement” to see its detail.  Most recent statements will appear first.  Your pay stub will not 
show here until the pay date.  You will receive an email at the address you provided in your login setup 
on pay day to let you know that your statement is ready to view. 
 

 
 
Please be sure to click the “Logout” button if you are using a public computer when you are finished 
viewing your online profile. 


