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Step 1: Create Your Account 

1. Go to your email and open the message from no-reply@payenty.com titled "Welcome To My Payentry". 

Note: The email will most likely be the one that your employer has on record for you or your work email. Check with your 
employer/payroll administrator. 

2. Click on the Accept Invitation button inside the email, your default internet browser opens to the Create 
Your Account page. This is a unique link, please do not share it with anyone else. 
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4. Enter an Email Address - we recommend using a 
personal email address, so that in the event you 
leave your company – and no longer have access to 
your company email account – you do not have a 
lapse in access to your personal employment 
information in case you need to reset your password 
or two-factor authentication. 

Your email address will also be your username. 

4. Enter your First and Last Name as they appear on 
your employee record. 

5. Enter a Phone Number that you wouldn't mind 
receiving authentication codes on. 

6. Enter a Password. Make sure that the Password 
Strength meter shows at least 'Strong' as an 
indicator, never settle for anything less to avoid 
future security issues. For tips on how to create a 
strong password click on the Secure Password Tips 
link. 

Note: We recommend that you use a mix of these characters: 
uppercase letters (A), lowercase letters (b), numbers (9), 
symbols (#); and have the password that is at least 14 
characters long. 

 

7. Double check all information and then click Continue. 
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Step 2: Secure Your Account  

(Select Your Authentication Method) 

Two-Factor Authentication provides an extra layer of security 
for your account to keep your personal information safe. It 
requires you to enter a Security Code in addition to your 
username and password when you sign in to make sure only you 
can access your account. There are three authentication 
methods to choose from to generate and receive a Security 
Code. 

 

Select a two-factor authentication method to use to receive 
your Security Codes: 

• Authenticator App - TOTP (Time-Based One-Time 
Password) apps such as Authy, Google Authenticator, 
or Microsoft Authenticator generate a random Security 
Code every 30 seconds. Authentication apps are the 
most secure Two-Factor option and do not require cell 
service to work. This is the recommended 
authentication method. 

• Text - Security Codes are sent by text message to your 
phone. This method is dependent on your cellphone 
provider and 3rd party services to deliver your Security 
Code. Messaging rates may apply. 

• Call - Security Codes are sent by a phone call during 
which an automated voice recites the Security Code to 
you. This method is dependent on your phone provider 
and 3rd party services to deliver your Security Code.  
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Step 3: Secure Your Account (Enter Security Code) 

9. Enter the Security Code you should have gotten 
using one of the authentication methods. If you 
chose:  

• Authenticator App: Scan the QR Code shown on 
the screen using your preferred Authenticator 
App and then enter the provided Security Code in 
the Enter Security Code field. 

• Text:  A text message has been sent to the phone 
number provided on the Registration page. If you 
do not wish to use that phone number for text 
messages, click the Change Phone Number link 
to enter a new phone number. Enter the code 
you received in the test message into the Enter 
Security Code field. 

• Call: Answer the call that you receive, it will 
mostly likely be from an Unknown Number, a few 
moments after you select the call option. An 
automated voice will ask you to press 1 to receive 
your code and after you press 1, it will recite the 
code to you. Enter the code you receive into the 
Enter Security Code field. 
  

10. Click Continue after you enter the security code to proceed to the 4th step: 
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Step 4: Backup Recovery Codes 

If you lose access to your phone or get a new phone number, you will 
need one of these one-time use Recovery Codes to access your 
Payentry account. 
Keep these recovery codes somewhere safe but accessible. 
  

11. Select to either Copy, Save, or Print buttons to save your 
Recovery Codes. 

• Copy - the codes into a Word or Notepad, don't forget to 
save - preferably in a secure, password protected folder. 

• Save - the codes will download in a Text Document to your 
computer's designated Downloads folder under the name 
Payentry-recovery-codes. Please make sure to move the 
document to a more secure location on your computer, 
preferably a password protected folder. 

• Print - opens the Print dialog for your computer. Once you 
print the page, please make sure to keep it in a secure 
location. 

12. Select the Confirmation field to verify that you have saved the Recovery Codes in some fashion. The Continue 
button becomes enabled. 

13. Click Continue. 
  
If you created your new account with the same email that the account creation invitation was sent to, you are all set! 
You may proceed to Sign Into My Payentry® for the First Time. 
 
However, if you created your account with a different email than the one the invitation was sent to, please 
proceed to the next section, Confirm Your Email. 
  

https://webhelp.mpay.com/Content/My%20Payentry/For%20Employees/Account%20Maintenance/Log%20Into%20My%20Payentry%20for%20the%20First%20Time.htm
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Step 5: Confirm Your Email 

If you decided to connect your 
account to a different email address 
than the one your Account Invitation 
had been sent to, you will be required 
to confirm that email once you reach 
the last step of the account creation 
process, or if at any point you lost 
your session or had to step away, 
before you can access your account. 

 
Please open the email that was sent 
to the address you entered 
during Step 1: Create Your 
Account and click the Confirm Email 
button to confirm your email. 
  

 
Once you click Confirm Email, you are 
ready to Sign Into My Payentry® for the 
First Time. 
  
 
 

https://webhelp.mpay.com/Content/My%20Payentry/For%20Employees/Account%20Maintenance/Create%20a%20New%20My%20Payentry%20Account.htm#Step_1:_Create_Your_Account
https://webhelp.mpay.com/Content/My%20Payentry/For%20Employees/Account%20Maintenance/Create%20a%20New%20My%20Payentry%20Account.htm#Step_1:_Create_Your_Account
https://webhelp.mpay.com/Content/My%20Payentry/For%20Employees/Account%20Maintenance/Log%20Into%20My%20Payentry%20for%20the%20First%20Time.htm
https://webhelp.mpay.com/Content/My%20Payentry/For%20Employees/Account%20Maintenance/Log%20Into%20My%20Payentry%20for%20the%20First%20Time.htm
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Your Home Page 
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Pay History 
 
The Pay History page displays previous pay 
checks and pay information such as earnings, 
taxes, deductions, and direct deposit accounts. 
This information is organized by check date, 
and includes all pay periods you've worked for 
at the company, up to seven years. You can 
access this screen from the Home page or 
from any other screen using the sidebar. 
  
On this page you can: 

• View Previous Paychecks 

• Download or Print Previous Paychecks 
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View Previous Paychecks 

1. Go to My Payentry®. 

2. Click on the Pay History icon or to view 

paychecks for a specific year or check date, 

hover over Pay History on the side menu 

until it expands and make a selection. 

3. Click on the year or check date that you wish 

to view paychecks for, you are taken to the 

page with the list of paychecks. 

4. Find the paycheck you want to see details 

for, you may have to scroll through the list. 

5. Click on the paycheck row to see details for it 

within the My Payentry®; OR 

6. Click on the Adobe symbol (icon of a page 

with the cursive A) to view it as a PDF 

document. 
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Sign Into the Payentry App for the First Time 

  
One you download the app: 
  

1. Tap on the Payentry app to open it. 

2. Click on the Sign In button, a permission dialog opens. 

3. Click Continue, the sign in page opens. 

4. Enter your My Payentry® username or email and your 
password.  
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5. Tap the Sign In button, the Enter Your Security 
Code page opens. A Security Code has been sent 
to your phone or you need to look one up in the 
authenticator app if that is what you chose as a 
two-factor method. 

6. Enter the Security Code. 

7. Tap Verify Code. The Remember this device 
dialog opens. If you choose to remember this 
device, you will not be asked for a Security Code 
the next time you sign in. A save credentials 
dialog opens. 

8. Click Ok if you want the app to remember your 
sign in credentials, so that in the future you can 
simply use a fingerprint or face scan to open the 
app, instead of a password. If you click Cancel 
you will be asked to enter your username/email 
or password every time you open the app. 
A tutorial screen opens. 

9. Either click Skip or Next to get through the 
tutorial and get to your account. 
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10. Click on the Time Management tab at 
the bottom of the screen. A location 
tracking permission dialog opens. 

 

11. Select Allow Once, Allow While Using 
the App, or Don't Allow to let the app 
know if it can use your location. This is 
necessary if you are an employee that is 
required to punch in and out of work and 
your employer requires you to be in a 
certain location to punch in/out. 

 
You are now ready to use the app!  
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