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2. Click on “First Time User?” 

1. In your web browser, type: www.infinityhr.com 

3. Enter your date of birth 

4. Enter your Social Security Number 

5. Click on “Find My Record” 

6. Enter your User Id: Last name 

with last four digits of your social se-

curity number. If your name contains 

a hyphen, enter last name with NO 

hyphen 

8. Enter your password again 

7. You create and remember a 

password i.e., (*Fourtwo) 

10. Type in the user 

name and the password 

you just created then click 

“Login” button 

9. Click “Create New Password” 

to confirm 
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20. If everything is correctly entered, 

click, “Save & Continue” 

11. Click on ”Change Events” 

12. Pick from drop down “New Hire” 

18. Enter in your dependents information 

13. Click on “Begin Event” 

15. If necessary to change, click  

“edit personal information” 

16. After changes have been 

made, click on ‘’Save & Continue” 

17. Click to add any dependents 

you may have, i.e., Spouse (legally 

married) or children (step children 

are included with legal marriage) 

19. Click “Save Information” 

22. Click “Save Information” 

21. Mark “I have read and under-

stand the above statement” 

14. Verify your personal information 
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23. Select the coverage you want 

24. Make sure each dependent is 

marked that you want covered under 

each benefit plan selected 

25. For each screen you will always 

have to click “Save & Continue” 

27. When putting a 

figure for your FSA, 

make sure that it is the 

ANNUAL amount and 

not just the monthly 

amount that you want 

taken from your check. 

You can then click on 

the calculator and it will 

show you how much 

will come out of each 

pay check. 

Note: This menu will show where 

you are in the process. To return to a 

previous screen, simply click on the 

desired tab 

Continue through each option mak-

ing sure that you check dependents 

you want covered and always “Save 

& Continue” 

28. Elect the amount you would like in 

Optional Life Insurance.  Note, you can 

elect up to $400,000 as a new employee 

without completing an Evidence of Insura-

bility form. 

29. there are both an Employee Only 

option, and a Family Option for AD&D 

Insurance 
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30. Teachers, please 

either waive or select 

the option listing of your 

annual salary.   

Administrators, Sec-

retaries, and Classi-

fieds, you are automat-

ically enrolled in this 

option. 

31. All benefits should be checked off as 

seen for completion then click “Save & 

Continue” 

32. Once your election has been 

completed, you will be at the Benefi-

ciary tab. Enter in a percentage for 

each beneficiary, also indicating if they 

are primary or a secondary beneficiary. 

34. To correct any errors, please 

select the correct tab. To change 

elected coverage, click “Benefits”, if 

all information is correct, click “Save 

& Confirm.” Note, this will confirm 

your elections. 

33. Review your personal information and 

elected benefits to ensure accuracy 

35. This is the last screen that you will 

see, a confirmation will be sent to your 

email upon receiving the documentation 

require. If you are adding a spouse: Mar-

riage Certificate required; adding child(ren): 

Birth Certificates of each child required.  

Click on “Return to My Homepage” to upload 

documentations. 
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37. Click “Choose File” then attach 

all documentation needed. Add a 

note as to what the documentations 

should be then click “upload docu-

ment” 

36. To attach documentation, 

click on “upload document(s)” 
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