
How to review basic employee information on your Profile Summary: 

1) Login to your Paycor account. https://hcm.paycor.com/authentication/signin  
2) From the main login page, locate and click the “Profile Summary” button located in the 

middle of the screen. 

 

 

 

3) You will be directed to your Profile Summary.  On the far left of the screen, locate the 
“Personal” dropdown.  Select that and then locate and click the “Personal Info” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4) Review all of the information under the Identity, Contact, and Emergency Contacts tabs.  
Please update any information that needs updated.   

 

 

 

5) Under each tab, there is an “Edit” button in the top right corner that allows you to 
update your information. 

 

 

6) If there are no contacts listed under “Emergency Contacts”, click the blue “+ Emergency 
Contact” button, fill in the information, and click the blue “Add” button. 

 

 

 

 

7) Refer back to the far left of the screen and locate the “Pay & Taxes” dropdown.  Select 
that and then locate and click the “Taxes” button. 

 

 

 

 

 

 

 

 

 

 

 



8) Review the “Federal Income Tax” and “Missouri Dept of Revenue” tabs to ensure your 
tax filings are set up the way you want them to be.  If you need to make a change to 
either of your W-4’s, locate the blue “Update Taxes” button in the top right corner and 
follow the prompts.   

 

 

 

 

 

 

 

 

 

9) Click “Start” to begin the process of updating your Federal and Missouri W-4, if needed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



10) To access the standard Federal W-4 form, select option 3.  A Spanish form is available as 
well under option 4.  Make your selection and then click the blue “Next” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11) To begin filling out Federal Form W-4, click the blue “Start” button.  

 

 

 

 

 

 

 

 



12) Complete each step as prompted.  After completing all the steps, you will see the screen 
below.  Check the box next to “Under penalties of perjury, I declare….” and then click 
the blue “Submit Form” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13) You will then be prompted to complete the Missouri W-4.  Follow the prompts until you 
see the screen below.  Click the blue “Start” button to complete the MO W-4. 

 

 

 

 

 

 



14) Complete each step as prompted.  After completing all the steps, you will see the screen 
below.  Check the box next to “Under penalties of perjury, I certify…. “and then click the 
blue “Submit Form” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

15) After reviewing your Profile Summary and Tax Information, feel free to click around and 
review all other information in your profile to ensure it all looks accurate and up to date. 

 

 

 

 


