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EX – Step by Step Instructions to set up your                                   
Employee Experience (EX) Portal         
 

Step by Step Instructions 
Step 1 

Go to https://ex.payrollsolutionswa.com/Account/Login 

First, you will need to create your account.  During this process, you will need your Social Security Number, 
Date of Birth, Zip Code and email address.  This information must match the information we have on file.   

Your Company Number will be provided to you in the email sent to you.  

 

Step 2 

A security code will be emailed to the address we have on file in our payroll system once you click on Create 
Account.  This will come from DONOTReplyPS@execupayhosting.com.  You will need to enter the number 
provided in this email.  Please note, this email may end up in your junk or spam folder.  If you do not receive this 
email, we may not have the correct email on file for you.   

 

https://ex.payrollsolutionswa.com/Account/Login
mailto:DONOTReplyPS@execupayhosting.com
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Enter the Security Code and Click Continue.  

 

Step 3 

Read the EULA, check the box for “I Agree” and then click Continue. 

 

Step 4 

Create your user name, password, re-enter the password and click Create User.   

Usernames may only contain upper or lower case letters, digits and only these special characters (@-_.)  It may 
not contain spaces or whitespaces.   



 
                        Proprietary & Confidential 
  Payroll Solutions, Inc.                          Updated March 2023                      3 

Passwords must be at least 8 characters in length, contain at least one uppercase letter, one lowercase letter, 
one digit and one special character. 

 

Step 5 

Select a security question from the drop down menu and provide your answer and click Continue. 

You will need to set-up 3 security code questions. 
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Step 6 

2 Factor Authenticator is not required but STRONGLY ENCOURAGED!   

Click Begin Set-up or Skip to skip turning on 2 Factor Authentication at this time.  You may turn on later if 
needed. 

 

You should FIRST select and download a 2 Factor Authenticator App.  If your company uses one for other 
applications, we recommend you use that authenticator.  If you do not use one, they system will give you a QR 
code to download Google Authenticator.   

Using your 2 Factor Authenticator App, under ADD select Scan a QR code or enter a set-up key.  Using the 
information provided in the Employee Experience Portal set-up process, scan the QR code or enter the key 
provided. 
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If you need an example of a 2FA set-up process, please scroll to the end of these directions for additional information. 

This is the 6 digit code you will need to enter into the Employee Experience Portal set-up process.   

 

Step 7 

You have now completed the set-up process to access your Employee Experience Portal.  You will also receive an 
email. 

 

 

NOTE: You will need your 2 Factor Authenticator app each time you log into your Employee Experience Portal.   
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Account Created and ready to login. 

You will use the same URL to access your account once you have completed the set-up process. 

https://ex.payrollsolutionswa.com/Account/Login 

Enter your Username and Password and click Login. 

 

Enter your @ Factor Authenticator Code from your App and click Log In. 

 

 

 

https://ex.payrollsolutionswa.com/Account/Login
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Welcome to your Employee Experience Portal! 
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2FA Additional Support 

Here is an example from Google Authenticator (that has already been installed on a cell phone).  

Click the + sign in the app. Scan the QR Code.  You will now see this account added. 

 

  


