Augustana College: How to create a Paycor account and get logged in.

Step 1: Follow invite link sent to your email and Click “Register Now”

Pay‘cor.

Augustana College invited you to join Paycor!

Hello

You're invited to sign up for Paycor as a member of the Augustana
College team. Paycor will give you instant access to employee
information whenever and wherever you need it

The access code to create your account is

Preferred Languages:

Click the button to create your account

Haga clic en el botén para crear su cuenta
Cliquez sur le bouton pour créer votre compte

Questions? Contact your wpany admi atA Coll
for help.

Step 2: Let’s Get Started! — Enter your Last Name (the Access Code and E-mail Address will be
prepopulated)

LET'S GET STARTED

Start the signup process by telling us a Iittle bit about who you are. We'll venfy your identity
against the information your employer has provided

| * Language

Enghsh




Step 3: Verify Your Identity! Enter your date of birth and Social Security Number

VERIFY YOUR IDENTITY

Venfy your identity to continue registration and keep your account safe

* Date of Birth * Social Securnity Number
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Step 4: Create your Sign In Credentials and Creating New Account. Click on “Create New Account”

Create your

SIGN IN CREDENTIALS

Please pick your credential option:

Create New Account (most common method) &

Use this method if this 1s your first time registering with Paycor

Merge Paycor Accounts

Use this method if you already have a Paycor account and you'd like to unite them
under one login




Step 5: Create your Sign In Credentials!

e For Username — recommend using your Augustana user name (without @augustana.edu). If this
username is not available then create your own username

e  For Password —recommend using your current Augustana password

[ ]

Click that you Agree to User License Agreement and then Click “Next”

Create your

SIGN IN CREDENTI
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Step 6: Multi-Factor Authentication Setup

e Email will be automatically selected. You can either “Skip MFA Setup” (the College will be using

Duo, explained later) or you can select “Phone” as a second option. Click “Save and Continue”
r _
Choose your

MULTI-FACTOR AUTHENTIC

a Authenticator (recommended method)

Enable Authentication

\_- Phone
Enable Phone Authentication
]
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hd Email
« KnstinaZimmermar

@augustana edu
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Step 7: Set your (4) Security Questions and then click “Complete Registration” —you may want to
write these down or save these in a secure location.

SECURITY QUESTIONS
SECURITY QUESTIONS

If you forget your username or password, we'll use these questions to help verify your identity and
sign you back in

* Question 1 * Answer 1
* Question 2 * Answer 2
1
* Question 3 * Answer 3
Please pick a question -
* Question 4 * Answer 4
Please pick a question -

”

Step 8: Success!!! Click “Sign in Now

THANK YOU

Success!
You're finished and ready to use Paycor. We're looking forward to working with you

We'll redirect you "i 5 seconds




First time Iogglng IN - enter your Paycor Username and Password.

R ‘or Q English v Contact Us Watch Demc m
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Forgot your usemame> -
" Password
Forgot your password?
{
Sign In
or sign in using L0
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Sign In with SSO
i

Dont have an account? Register here!

And.... Choose Authentication Method, which will send a code to your email or phone

—

Choose Authentication Method

Emaid Address
o @augustana edu

Send Code
[

Already have an Authentication Code?

Vhy do we need this?




Enter the Code... and click Submit.

Enter Authentication Code

An amad was just sent to @augustana edu with
your authentication code

Remember thee device?
© Yes - Stop authentication messages
NO <1 am on 3 public or shareg dewwce

Having froubie? Try anothar way

You made it through your first time logging in.... BUT the second time is
different..

[=] Payzor A ®

Good Afternoon,
Profile Summary My Tasks Pay Stubs W-2 Customize Homepage

Engage View Engage Punch Clock

View Time Card

03:18:36 pPm

Central Time

My Schedule View Schedule

Recent Posts Pinned News (0)

08 09 10 11 12
Today Thursday Friday Saturday Sunday Recent Punches
There are no punches
s
(O Report a Missed Punch
My Tasks © Manage Tasks
There are no tasks. 2 Days

Until Your Next Paycheck

| |
- Myv Natifications (0! J :



Second time Logging iN and every login after. Augustana is using Single Sign On which

will link to your Augustana username and password through DUO. This is similar to Colleague, ARCHES
and Reporting Services. OR FOLLOW THIS LINK: Augustana Paycor

-

Forgot your usemame?

Fassword

oy

Fargot your password?

or sign in using

N Sign In with S50

Don't have an account? Register here!

If you attempt to enter your Paycor Username and Password then you will receive the following
message

SSO Required

Your company enabled mandatory single sign-on (SS(
You'll need 1o use your existing SSO credentials to sign

into Paycor from now on

Sign In With SS(}



https://sso-fbdf7e48.sso.duosecurity.com/saml2/sp/DIJ5ZGS9Q1HXBEAUFJL7/sso

You can select “Sign in with SSO”

]
\ Usernams
‘ Forgot your usemame?
Password
Forgot your password 7
[

ar sign in using

Sign In with S50

Don't have an account? Register here!
" Il B e

Enter your email address (firsthamelasthame@augustana.edu) and not username:

SIGN IN WITH SSO

* Email address or username

Remember Username ()

Cancel



mailto:firstnamelastname@augustana.edu

Enter your Augustana Email Address and Password (not your Paycor Username and Password) and
then verify using DUO.

Q)
Single Sign-On

Email Aodress

Secured by Duo

You did it!! You have made it to Paycor!

[=] Payeor A ®

Good Afternoon,
Profile Summary My Tasks Pay Stubs W-2 Customize Homepage

Engage View Engage Punch Clock

View Time Card

03:18:36 Pm
My Schedule View Schedule o

Recent Posts Pinned News (0)

Today Thursday Friday Saturday Sunday Recent Punches
There are no punches
M
@ Report a Missed Punch
My Tasks © Manage Tasks
There are no tasks 2 Days

Until Your Next Paycheck

Compensation History

Myv Notifications o)



