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Getting Started 

Employee Access Online

!"#$%&''()**'++(,-$.-'(/&(01&*2'34(5!),6(#7%8.9'+(&%:(;.<2(%-$.-'(1**'++(<%=

>( #1&7%$$(*2'*?(+<:/(."1@'+

>( A%7"+(BCD(1-9(EFGGCHIJK

>( #1.9(<."'(%LL(50M,6(7'N:'+<(L%7"+O(1-9

>( 1(+'<(%L(*%"#7'2'-+.8'(#1&7%$$(1-9(7'<.7'"'-<(#$1-(#1&*2'*?(*1$*:$1<%7+P

M2'(*1$*:$1<%7+(#7%8.9'9('-1/$'(&%:(+''(<2'('LL'*<(<21<(*21-@.-@(1(9'9:*<.%-(1"%:-<(;.$$(218'(%-(&%:7(<1?'C2%"'(#1&(
;.<2%:<(<2'(*21-@'(1*<:1$$&(%**:77.-@P((Q%:(*1-(<2'-(:+'(<2.+(.-L%7"1<.%-(<%("1?'(;'$$C.-L%7"'9(9'*.+.%-+(1/%:<(&%:7(
9'9:*<.%-+(1-9(<1?'C2%"'(#1&P

Accessing and Using EAO

M%(:+'(!),O(&%:(":+<(:+'(H.*7%+%L<4(I-<'7-'<(!3#$%7'74(8'7+.%-(RPS(%7(2.@2'7O(%7(H%T.$$14(A.7'L%34(U(%7(2.@2'7P((

K$.*?(<2'(L%$$%;.-@($.-?=((https://eservices.paychex.com/secure
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K%#&(1-9(#1+<'(<2'(L%$$%;.-@($.-?(.-(&%:7(/7%;+'7V+(1997'++(/17=((https://eservices.paychex.com/secure
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LOGIN INFORMATION

Q%:7(:+'7(-1"'(.+(&%:7(W.7+<(.-.<.1$(1-9(L:$$($1+<(-1"'P((

Q%:7(#1++;%79(.+(<2'(*1#.<1$.T'9(W.7+<(.-.<.1$+(%L(&%:7(W.7+<(1-9($1+<(-1"'O(1-9(<2'($1+<(L%:7(9.@.<+(%L(&%:7(+%*.1$(+'*:7.<&(
-:"/'7P

Example:

>( X%2-(J".<2V+(:+'7(+1"'(.+(jsmithP

>( X%2-V+(9'L1:$<(#1++;%79(.+(JS!"#$P

Q%:(;.$$(-''9(<%(?-%;(&%:7(*%"#1-&V+(01&*2'3(*%"#1-&(IY(1-9(<2'(B'/(1997'++(L%7(<2'(1##$.*1<.%-(;2'-($%@@.-@(.-(<%(
<2'(!),(1##$.*1<.%-P((

,-*'(&%:(218'($%@@'9(.-O(&%:(*1-(1**'++(<2'(L%$$%;.-@(%#<.%-+P((1)
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CHECK HISTORY

M2'(K2'*?(Z.+<%7&(+*7''-(#7%8.9'+(&%:(;.<2(<2'(%#<.%-(<%(8.';(&%:7(*2'*?(+<:/(."1@'+(%-$.-'P

J'$'*<(<2'(9'+.7'9(*1$'-917(&'17(L7%"(<2'(97%#C9%;-("'-:P((1)  

[.-?+(181.$1/$'(<%(*2'*?(+<:/(."1@'+(17'(9.+#$1&'9(.-(9'+*'-9.-@(%79'7O(;.<2(<2'("%+<(7'*'-<(*2'*?(91<'(1<(<2'(<%#(%L(
<2'($.+<P(

M%(8.';(1(*2'*?(+<:/(."1@'O(+'$'*<(<2'(1##7%#7.1<'(*2'*?(91<'P(

M2'(."1@'(9.+#$1&+(1+(1(0YA(.-(1(+'#171<'(;.-9%;P((2)
Check stubs from checks 

issued before your company 

started with EAO are not 

available.

New check stubs images are 

available at 8:00 a.m. ET on 

the check date.
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CALCULATORS

M2'(!),(1##$.*1<.%-(#7%8.9'+(&%:(;.<2(1**'++(<%(#1&*2'*?(*1$*:$1<%7+P((M2'+'(*1$*:$1<%7+(*1-(/'(:+'9(<%(1-+;'7(
*%""%-(N:'+<.%-+O(+:*2(1+O(\Z%;(;.$$(9.LL'7'-<(9'9:*<.%-(1"%:-<+(1LL'*<("&(-'<(#1&]^

_+'(<2'(L%$$%;.-@(*1$*:$1<%7+(<%(9'<'7".-'(+#'*.W.*O(#1&7%$$C7'$1<'9(*1$*:$1<.%-+P(

Often used to determine the effect of an upcoming raise:

>( M2'(Paycheck Calculator(*1$*:$1<'+(-'<(#1&(5\<1?'C2%"'^(#1&6(L%7(1(+1$17.'9('"#$%&''P

>( M2'(Hourly Paycheck Calculator(*1$*:$1<'+(-'<(#1&(L%7(1-(2%:7$&('"#$%&''(/1+'9(%-(:#(<%(+.3(9.LL'7'-<(#1&(
71<'+P

Often used to determine a bonus amount:

>( M2'(Gross-Up Calculator(9'<'7".-'+(<2'(1"%:-<(%L(@7%++(;1@'+(7'N:.7'9(/'L%7'(<13'+(1-9(9'9:*<.%-+(17'(
;.<22'$9(<%(1*2.'8'(1(+#'*.W.*(<1?'C2%"'(1"%:-<P

Other useful options:

>( M2'($%!(k) Calculator('+<."1<'+(<2'(L:<:7'(81$:'(%L(7'<.7'"'-<(+18.-@+P((_+'7+(*1-(*21-@'(<2'(71<'(%L(7'<:7-O(
*%-<7./:<.%-(#'7*'-<1@'O(1-9(<2'(*:77'-<(/1$1-*'P

>( M2'(Dual Scenario Calculator(.+(+.".$17(<%(<2'(01&*2'*?(K1$*:$1<%7O(/:<(.<(1$$%;+(&%:(<%(7:-(<;%(+*'-17.%+(1<(
%-*'(1-9(*%"#17'(817.%:+(9'9:*<.%-(1-9(<13(%#<.%-+P
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PRINT TAX FORMS

M2'(07.-<(M13(A%7"+(+*7''-(#7%8.9'+(&%:(;.<2(1(#$1*'(<%(8.';(1-9(#7.-<(&%:7(A%7"+(BCU(%7(`SaaCHIJKP(

Q%:(*1-(8.';(1-9(#7.-<(7'#$1*'"'-<(A%7"+(BCU(%7(`SaaCHIJK(N:.*?$&O('1+.$&O(1-9(L7''(%L(*217@'P((07.-<'9(L%7"+(*1-(/'(
W.$'9(;.<2(&%:7(<13(7'<:7-P((A%7"+(BCU(1-9(`SaaCHIJK(17'(181.$1/$'(L%7(L%:7(&'17+P(

BLANK FORMS

M2'(b$1-?(A%7"+(+*7''-(#7%8.9'+(&%:(;.<2(%-$.-'(1**'++(<%(*%""%-(#1&7%$$C7'$1<'9(L%7"+P

Q%:(*1-(#7.-<(1(A%7"(BCc(5!"#$%&''V+(B.<22%$9.-@()$$%;1-*'(K'7<.W.*1<'6O(+<1<'C+#'*.W.*(;.<22%$9.-@(L%7"+O(%7(1(
7'N:'+<(L%7(<."'(%LLP(()$$(&%:(218'(<%(9%(.+(*%"#$'<'(<2'(L%7"(1-9(+:/".<(<2'(#1#'7(*%#&(<%(&%:7(#1&7%$$(9'#17<"'-<P((

Forms W-2 and 1099-MISC 

are available after the first 

year of active EAO service for 

new Paychex clients.  Forms 

from previous years are not 

available.
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E-MAIL ADDRESS

_+'(<2'(!CH1.$()997'++(+*7''-(<%(*21-@'(&%:7('"1.$(1997'++(.-(!),P((

M2'('"1.$(1997'++('-<'7'9(%-(<2'(!CH1.$()997'++(+*7''-(.+(:+'9(L%7(1$$(-%<.W.*1<.%-+P((1)

E-MAIL PREFERENCES

J'<(&%:7('"1.$(-%<.W.*1<.%-(#7'L'7'-*'+(.-(<2'(!CH1.$(07'L'7'-*'+(+*7''-P((

IL(&%:(+'$'*<(1-(.<'"O(&%:(;.$$(7'*'.8'(1-('"1.$(-%<.W.*1<.%-(;2'-(<21<(.<'"(.+(181.$1/$'(L%7(8.';.-@(.-(!),P(((2)

NOTIFICATIONS

M%(9.+1/$'(<2'('"1.$(-%<.W.*1<.%-+O(9'C+'$'*<(<2'(*2'*?/%3'+(%-(<2'(!CH1.$(07'L'7'-*'+(+*7''-+P

IL(&%:(7'*'.8'(1(-%<.W.*1<.%-(.-('77%7O(*$.*?(<2'($.-?(#7%8.9'9(.-(<2'('"1.$(<%(9.+1/$'(L:<:7'(-%<.W.*1<.%-+P

IL(<2'($.-?(.-(<2'('"1.$(9%'+(-%<(9.+#$1&(<2'(:-+:/+*7./'(B'/(#1@'=

1. Z.@2$.@2<(<2'(_d[(#7%8.9'9(.-(<2'('"1.$P

2. d.@2<C*$.*?(<2'(_d[(1-9(+'$'*<(CopyP

3. ,#'-(I-<'7-'<(!3#$%7'7P

4. J'$'*<(<2'()997'++(W.'$9P

5. d.@2<C*$.*?(<2'()997'++(W.'$9(1-9(+'$'*<(PasteP

6. 07'++(EnterP

7. M2'(:-+:/+*7./'(B'/(#1@'(9.+#$1&+P((K$.*?(Submit(<%(:-+:/+*7./'(L7%"('"1.$(-%<.W.*1<.%-+P
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CHANGE PASSWORD

_+'(<2'(K21-@'(01++;%79(+*7''-(<%(*21-@'(&%:7(#1++;%79(<%($%@(.-(<%(!),P((

Q%:(;.$$(/'(7'N:.7'9(<%('-<'7(&%:7(*:77'-<(#1++;%79O(<2'-('-<'7(1-9(*%-W.7"(1(-';(#1++;%79P

Do You Have Questions?

0$'1+'(*%-<1*<(&%:7(+&+<'"(19".-.+<71<%7(L%7(1++.+<1-*'P


