Paycor Sign-In Instructions

Once you are fully “hired” in Paycor, you will be required to enable Single-Sign On (SSO). If you have
not enabled SSO, please follow the instructions for ‘Enabling SSO'’ first. Once SSO is enabled, follow
the ‘SSO login’ instructions.
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If you aren’t sure if SSO is enabled, try entering your Accelevation e-mail address (the same e-mail
address you use to login to Accelevation Insider) as the username for Paycor. Your Accelevation e-
mail address is typically firsthame.lastname@AccelevationLLC.com, but some legacy employees
may use a different format.

If you don’t know your Accelevation e-mail address or password, reach out to IT at
Support@AccelevationLLC.com.

If you have any additional questions, reach out to your HR Business Partner or
HRSupport@AccelevationLLC.com.

Espanol: Instrucciones para Iniciar Sesion en Paycor

Accelevation, LLC | 9555 Springboro Pike, Miamisburg, OH 45342 1
CONFIDENTIAL


mailto:Support@AccelevationLLC.com
mailto:HRSupport@AccelevationLLC.com
https://netorg749344.sharepoint.com/:b:/g/AccelevationInsider/IQDUfuCpZNuJRYYamEVf4VWKARSoqnrzWIgCZ0Cay7R1HlE?e=URgHxj

isvation

Enabling SSO

1. On a Web Browser (either mobile or computer), login to
Paycor using the same username and password you

>
created to complete your Paycor Onboarding before you Paycor
Start date. A Paychex” Company
Welcome

It is VERY important you do this step on a Web Browser
and not the Paycor Mobile App. Edit
If you don’t remember your username, click the ‘Forgot
your username’ option on the Paycor login screen.

Password

Forgot your password?

If you don’t remember your password, enter your “

username, then click the ‘Forgot your password’ option. s

SSO Required

2. Once you get logged into Paycor, you will see a SSO
Required message. Click the blue 'Sign In With SSO'
button.

Sign In With SSO

3. If you are already signed into your Accelevation Microsoft
365 account, you may be redirected to your Paycor
dashboard. If that is the case, SSO is not enabled and
moving forward, you will login using the SSO Login
instructions. —
Sign in

If not, you will be greeted by the Microsoft SSO Login
screen. Enter your Accelevation e-mail address (the same
e-mail address you use to login to Accelevation Insider).
Your Accelevation e-mail address is typically [ Nen |
firstname.lastname@AccelevationLLC.com, but some

legacy employees may use a different format. & &

If you don’t know your Accelevation e-mail address or
password, reach out to IT at
Support@AccelevationLLC.com.
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4. You will then be prompted to enter your password. This is
the same password you use to login into Accelevation
Insider. e s
If you don’t know your Accelevation password, reach out to
IT at Support@AccelevationLLC.com and ask for a
password reset.

5. You will then be prompted to verify your identity through
Multi-Factor Authentication (MFA). Follow the prompts to Verify your identity
complete MFA. [ p—

% Call +X X004

If you cannot complete the MFA, reach out to IT at
Support@AccelevationLLC.com and ask that your MFA be
updated.

You will then be redirected to your Paycor dashboard. You now have SSO enabled. Moving forward, you
will login to Paycor using the SSO Login instructions.

You can also download the Paycor App and follow the SSO Login instructions to login.
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SSO Login

Once you have enabled SSO with Paycor, you will follow these steps to login each time.

1. Open Paycor (either mobile app or desktop browser) and S
enter your Enter your Accelevation e-mail address (the Paycor
same e-mail address you use to login to Accelevation APaycher Company

Insider) and click Continue. Weicome

Your Accelevation e-mail address is typically
firstname.lastname@AccelevationLLC.com, but some
legacy employees may use a different format.

If you don’t know your Accelevation e-mail address or

password reaCh OUt to |T at Don't have an account? Register here!
Support@AccelevationLLC.com.

first.last@accelevationlic.com i) ’

Forgot your username?

2. If you are already signed into your Accelevation Microsoft
365 account, you may be redirected to your Paycor

dashboard.
If not, you will be greeted by the Microsoft SSO Login B Microsoft
screen. Enter your Accelevation e-mail address (the Sign in

same e-mail address you use to login to Accelevation
Insider). Your Accelevation e-mail address is typically
firstname.lastname@AccelevationLLC.com, but some
legacy employees may use a different format.

If you don’t know your Accelevation e-mail address or S s
password, reach out to IT at
Support@AccelevationLLC.com.
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3. You will then be prompted to enter your password. This
is the same password you use to login into Accelevation

Insider.

If you don’t know your Accelevation password, reach out
to IT at Support@AccelevationLLC.com and ask for a

password reset.
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Enter password

4. You will then be prompted to verify your identity through
Multi-Factor Authentication (MFA). Follow the prompts to

complete MFA.

If you cannot complete the MFA, reach out to IT at
Support@AccelevationLLC.com and ask that your MFA

be updated.

Verify your identity

Iy__l Text +X XX0000C(04

% Call +X XX(0000KX04
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