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Overview 
My Records provides a secure, easy-to-use web-based solution for you to view and print your W-2, 
1095-C, check (earning statement) or direct deposit advice forms. 
As a first-time user, you must complete the self-registration process to set up your account. Your 
employer uses your email address (preferably work, or personal if you are not assigned a work email) to 
initially create an account. You will receive a welcome email with the link to My Records, where you can 
complete the registration process. 

 

 

Be sure your employer has your correct email address on file. The email address is the key to your 
account in My Records and is your User ID when you log in to access your year-end or earnings forms 
online. 

Self-Registration Process 
My Records uses a multi-step authentication process to ensure that the account you create is secure. As 
part of the self-registration process you will: 

• Receive a Welcome email when your employer initiates the setup process for you. 
• Enter your email address to generate a Security Code email. This is to validate the email address 

you enter matches the email address your employer has on file for My Records. 
• Enter the Security Code and the last 4 digits of your Social Security Number. 
• Create the password for your account. 
• Select security questions and answers that can be used to validate your identity if you forget your 

password. 
 

Contact your employer to validate they are using the proper email address if you have not received 
the Welcome Email with the URL for My Records. 

 

To self-register for My Records: 

1. In the Welcome email, click Here (the highlighted link) to go to the My Records log in page. 
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2. On the employee log in page, click Sign up now. 

 
3. Enter your email address on the First Time user – Email Verification page. 

 

 

You may receive error messages or warnings if you enter an email address that does not match the one 
on file with your employer or if you leave off part of the address, such as entering 
jane.doe@mycompany instead of jane.doe@mycompany.com 

4. Click on Send Security Code to receive the one-time password via email. 

 

 

The security code is only active for 10 minutes and will be a unique code issued at the time of your 
registration. If you do not receive the code in 10 minutes, contact your system administrator to verify 
the email address they have on file for you. Also, check your email spam or junk folders. 

 

 

If the security code expires before you can use it, cancel from the self-registration process to return to 
the login page. Click the Sign up now link to start the registration process again and receive a new 
security code. 

mailto:jane.doe@mycompany.com
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5. Enter the Security Code from the email and enter the last 4 digits of your Social Security Number. 

6. Click Verify. 
7. Create your password in the Personal Information section of the Profile Creation page. 

8. Click Next. 

9. On the Security Questions/Answers page, select a question and enter an answer for each question. 
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The same question can't be selected more than once. You can't use the same answer for all 5 
questions. 

10. Click Next. 
11. On the Terms of Use page, read through the Terms of Use, then check the box to agree to the terms 

of use. 

12. Click Continue to complete the self-registration process. The My Records Home page opens. 
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The available feature icons that display depend on the options your employer has made available to 
you. Your options may be different. 

 

 

Contact your My Records administrator to receive the My Records Employee User Guide. The guide 
includes information on using all the features in My Records. Topics include how to: 
• Reset your password using security questions or a new security code. 
• View and download documents. 
• Upload your W-2 information to a third-party tax preparation partner. 
• Indicate if you want paper or electronic copies of your forms. 
• Indicate if you want to receive an email when your forms are available for viewing or download. 
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