
Flex Registration Aid 

First be sure you are only using Google Chrome or Mozilla Firefox (Internet Explorer is not supported 

and will not work).  Microsoft Edge will also work. 

Download Chrome here     Download Firefox here             Do not use Internet Explorer 

 

 

 

 

 

Step 1: Log into your account as normal (www.mypaychex.com, benefits.paychex.com or 

online.paychex.com).  When you receive the prompt to register (shown below), select Register Now. 

 

 

 

 

 

 

 

 

 

https://support.google.com/chrome/answer/95346?co=GENIE.Platform%3DDesktop&hl=en
https://www.mozilla.org/en-US/firefox/windows/?utm_medium=referral&utm_source=support.mozilla.org
https://www.mozilla.org/en-US/firefox/windows/?utm_medium=referral&utm_source=support.mozilla.org
https://support.google.com/chrome/answer/95346?co=GENIE.Platform%3DDesktop&hl=en


Step 2: Fill out all required Fields and select Continue

 

Click here ONLY if you 

have logged into Paychex 

Flex for another company 

in the past. 

Use your cell phone number 

to allow for easier security 

settings later in the process.  

If you do not have a cell 

number, enter a direct 

number (home or work). 

Use your PERSONAL email 

address. 



 

Step 3: Create Username, Password and Pin number then select Continue.  This username should be 

unique to Paychex and should not be the same as usernames you have used in the past. 

 

 

 

 



 

Step 4: Select your Security Questions and Set your security level then acknowledge and Finish 

*Make sure that you choose a cell phone if choosing the text option* 

 

 

 

 

 

 

 

 

 

 

 

 

If you added your cell phone in step 2, 

choose to receive verification by 

phone in a text or call as shown above. 

If you do not have access to the 

number from step 2 at all times, select 

“Show alternative security options” 

and choose “Answer security 

questions when logging in”. 



 

Step 5:  Confirm Identify and Finish 

 

Step 6:  Check the email account that was assigned as the user email for a verification email and 

follow prompts within the email to confirm log in credentials, once this is complete you will be able to 

access your new Flex account. 

After you have successfully created your account, you will use www.PaychexFlex.com moving forward 

to access your account.  Please bookmark that site in Chrome or Firefox (not Internet Explorer). 

***** 

If you receive an error during registration or are missing information after, please take a screenshot of 

the error and email it to UserMigrationSupport@paychex.com.  One of our representatives will set up 

a time to work with you to resolve the error.  Please include your name, the best number to contact 

you at and your company’s Paychex Identification number in your email.  This will help us more 

quickly resolve your issue.  You can receive your company’s Paychex ID number from your Payroll 

Administrator.  It will be an 8-digit code in this format: 04##-#### 

 

http://www.paychexflex.com/
mailto:UserMigrationSupport@paychex.com

