
 

 
 

Welcome to URTA Paymaster Services 

This guide will help you complete your registration for URTA paymaster services powered by 
Paycor, a secure online platform for processing payroll. 

🔒 Important: Protecting Your Information 

URTA does not accept sensitive personal information (such as W-4 forms or banking details) via 
fax, mail, or email. You will enter all required information directly into your Paycor profile to 
ensure the security of your data. 

Step 1: Look for an Email from Paycor 

Once URTA receives your name and email address from your producer, you will receive an 
email from Paycor.com. It will look something like this: 

 
 

 
 

Click the “Create Account” button to begin registration. Note: do not simply navigate to 
Paycor.com to create an account. You will need a personal code which only pre-populates by 
using the Create Account button in your email. 

What If I Already Have A Paycor Account With Another Employer? 



If you have been paid through Paycor by a previous employer, you must still follow the 
dedicated link and prompts to create a profile in URTA’s employer system. There will be a point 
in the process where the system will ask if you’d like to “merge your previous account”. You can 
combine your URTA profile with your existing one at that point. 

Step 2: Confirm Your Identity 

You will be taken to the Let’s Get Started page to confirm your identity. You will need to enter 
your last name and your email (this should be the same address which received the initial 
Paycor email). Notice the Access Code is prepopulated for you. 

✅ Enter your last name exactly as it appears in the email you received—even if there is a 
misspelling or it reflects your legal name instead of your preferred/professional name. You’ll be 
able to edit this later, after registration is complete. 

 
 

Step 3: Verify with Two-Factor Authentication 

After confirming your identity, Paycor will text a security code to your phone. This two-factor 
authentication adds an extra layer of protection for your account. 



 
 

Step 4: Create Your Paycor Login 

You’ll now create a User ID and password for Paycor account. 

 

 

Once you’ve completed registration, you can log into your Paycor account. However, you are 
not done! You must now complete your required payroll information.  



The first time you log in, you will see a welcome page that looks something like this. 

 

You will see a list of tasks to complete on the left-hand side. 

To access your account in the future, you may go to Paycor.com and choose the sign in button 
at the top. 

Step 5: Complete Your Onboarding Tasks 

In order for us to pay you for your work, we need some information. This may include: 

 Personal information 
 Tax forms (federal, state, and local) 
 Direct deposit / banking information 

Paycor will guide you through, beginning with personal information.  

Note: the birth date must include ‘slashes’; as in 12/31/1984 

 



 

 

You must also review and sign the pre-populated federal i-9 form.  

 

We also need you to upload a copy of your supporting ID. You may drag and drop pdf files or 
most image files, such as a .jpg 



 

📌 Tip: Using a mobile device? Be sure to scroll all the way down to find and 
complete all required fields.  

We have found people often miss items toward the bottom, especially on the i-9 pages—see 
images: 

 

 



 

Direct Deposit vs. Paper Check 

📌 Important: If you do not enter a direct deposit account, your payment will be issued as a 
paper check and mailed to your home address. 

 Checks are mailed on your pay date but may take up to 7 business days to arrive. 
 For security reasons, we cannot mail checks to your workplace or performance venue. 

We strongly encourage you to provide information for direct deposit. Being paid with a physical 
check can result in delays in your receiving payment, and the opportunity for the check to be 
lost or stolen. 

 

 



Paycor will automatically offer tax forms based on your home and work locations. Please know 
that URTA cannot advise or recommend how to complete your tax status, withholdings, etc. If 
you have questions on how to complete your tax profile, you should consult with your tax 
specialist. 

 

Step 6 Review Your Information and Submit 

Once you’ve completed your tasks, you’ll have the opportunity to review your answers. 

 

Next, click the Submit Onboarding button and you are done! 



 

Your New Profile 

Once you have submitted your onboarding information, it must be approved by URTA (please 
allow up to 48 hours). Once approved, your profile is ready to use. It will look like this when you 
log in. 

 

 


