PAYCHEX SYSTEM — FOR RETURNING STAFF

After using the PayChex system last year, you now have an account you can access! You can either
activate the account with the instructions below or you can send W4 and direct deposit changes directly
to work@camptimberline.com. The nice thing with this account is you can use it to view previous
paystubs and W2 forms as well!

STEPS FOR ACTIVATING YOUR PAYROLL ACCOUNT:

1. Go to paychexflex.com

2. Select “Sign Up” and go through the pages to verify your information, select security questions, and
create username and password.

3. After verifying your account with the email sent to you, log back in.

4. Select the “Menu” button on the upper lefthand side, then select “My Pay” from the dropdown
menu.

5. Then select the “Direct Deposit” and “Taxes” tabs to make changes to your W4 or Direct Deposit
information.

6. If changing your direct deposit, please notify work@camptimberline.com so we can make sure

everything processes correctly.
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