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Hickory Public Schools Employee Payroll Portal - Register and Log on Instructions
Before you can log on to the Employee Portal for the first time, you must first register with the Employee Payroll Portal System.  In order to register, you will need your first and last name as it appears on your pay stub along with your social security number.

1. The first step to signing into the Employee Payroll Portal is to open your web browser.  Microsoft Internet Explorer is an example of a web browser.  Once the web browser is open, go to the Hickory Public Schools web address (www.hickoryschools.net).  From there, click “for staff” (located at top of page) and click on Employee Payroll Portal.     
2. Click on the Register with Employee Portal link.

3. Type in your First and Last Name. (Must be your name as it appears in payroll/name that appears on check stub)
4.  Type in your Social Security Number.

5.  Type in the username you would like to use.  This is the name that will be used to log on to the system.  The username must be at least 5 characters long.
6. Type in the password you would like to use.  The password must be at least 5 characters long and must contain one of the following non-alphanumeric characters:  
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7. Re-type the password to confirm it is correct.

8. Type in your Email address (it may be a personal email address).  Email address is recommended but optional.

9. Choose a Security Question.  This question will be used if you forget your password and need help remembering it.

10. Type in the answer to your security question.

11.  Click on “Create User.”  A screen will appear letting you know that the user was created successfully.  

12. Click “Continue” to return to the log on screen.

13. Log on with your username and password.

