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Former Employee MHC Registration Process

1. Open the following link in your browser 
https://ess.memorialhermann.org/esslw/per/mhc_register.jsp and click on the ‘Click here to Get 
Started’ button to begin

Note: Users must start from the below page to properly register

https://ess.memorialhermann.org/esslw/per/mhc_register.jsp
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Former Employee MHC Registration Process

2. From the login screen, click on the Register User link
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Former Employee MHC Registration Process

3. Enter your personal information as noted below 
and click Submit: 

- Last Name (case sensitive, first letter 
capitalized i.e. Johnson)

- Full SSN xxx-xx-xxxx (include dashes)

- Security code should be entered in the numeric 
equivalent of the image text (i.e. 49)
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Former Employee MHC Registration Process

4. Enter a valid email address as a username and click Submit
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Former Employee MHC Registration Process

5. Confirmation email from MH.Payroll@memorialhermann.org will be sent to the provided email 
address to continue the registration process.
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Former Employee MHC Registration Process

6. Locate the email sent from MH.Payroll@memorialhermann.org with subject line: MHC Registration 
Former Employee. Click on the link in the email to continue the registration process. 

mailto:MH.Payroll@memorialhermann.org
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Former Employee MHC Registration Process

7. Enter your personal information again to verify and click Submit.
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Former Employee MHC Registration Process

8. Create a password and click Submit. Password requirements are as follows: 

- Minimum 10 characters 

- Includes one uppercase

- Includes one lowercase

- Includes one number
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Former Employee MHC Registration Process

9. Enter a secondary email to receive communications or select the checkbox ‘I do not want to store a 
secondary email on file’ and click Submit. 
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Former Employee MHC Registration Process

10. See confirmation message “Registration successfully completed. Click the link below to log in with 
your new credentials.” Click Login link.  
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Former Employee MHC Registration Process

11. From the login screen, enter your newly created username and password. Click Login.
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Former Employee MHC Registration Process

12. A verification code will be sent via email for security purposes for every login attempt.
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Former Employee MHC Registration Process

13. Check your email for the verification code provided and enter in the form. Click Submit.
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Former Employee MHC Registration Process

14. See home screen for MHC with access to documents. 

• If W-2 documents are not displayed under Recent Documents in left column, user will need to update ‘My 
Delivery Settings’. See following section for instructions on how to ‘Update My Delivery Settings’. 

• If W-2 documents are displayed under Recent Documents, no need to update My Delivery Settings. 
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Former Employee MHC Registration Process

15. To view your available electronic documents, click on My Documents tab and select Payroll or W-2



Update My Delivery 
Settings
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Update My Delivery Settings

1. Click on the My Delivery Settings tab at the top and see the ‘x’ next to Web Delivery denoting you are 
currently opted out. Click on Web Delivery under W2 to start the authorization process.
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Update My Delivery Settings

2. Enter a primary and secondary address to receive email notifications. (You may use the same email 
address for both)

3. Click on the Click HERE to get authorized link
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Update My Delivery Settings

4. Start the Print Test by clicking Print Test. You must be able to successfully print the sample 
document to proceed.
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Update My Delivery Settings

5. Confirm that you can print the sample page successfully by clicking Yes. 
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Update My Delivery Settings

6. Click on ‘I Agree’ to consent to receive your W2 electronically. 
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Update My Delivery Settings

7. Confirm the email addresses listed to receive future W2 notifications.

8. Select ‘Yes’ for Web Delivery

9. Click Submit 
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Update My Delivery Settings

10. Web Delivery under the W-2 section will now have a green checkmark indicating successful 
authorization has been setup. You should also receive a confirmation email with subject line: 
Electronic W-2 Consent Acceptance. 
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Update My Delivery Settings

11. To view your available W-2 electronic documents, click on My Documents tab and select W-2.



Forgot My Password 
Process
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Forgot My Password Process

1. From the login screen, click on the Forgot my password? link
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Forgot My Password Process

2. Enter user information and click Submit.

- Username (email address used for 
registration)

- Last Name (case sensitive, i.e. first 
letter is capitalized i.e. Johnson)

- Full SSN xxx-xx-xxxx (including dashes)

- Security code should be entered in the 
numeric equivalent of the image text 
(i.e. 49)
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Forgot My Password Process

3. Select which email to send reset password link to and click Send.
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Forgot My Password Process

4. See confirmation message saying “An email has been sent to: [email address] Click on the link 
included in the email to continue.” 
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Forgot My Password Process

5. Open link in email and click on Click here to reset your login password link to reset your login 
password. 
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Forgot My Password Process

6. Enter personal information to verify and click Submit. 
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Forgot My Password Process

7. Enter new password and click Submit.
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Forgot My Password Process

8. Indicate a secondary email (OPTIONAL) or select checkbox ‘I do not want to store a secondary email 
on file’ and click Submit. 
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Forgot My Password Process

9. See confirmation message and click Login link. 
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Forgot My Password Process

10. Enter your username (the email address used for registration) and new password. Click Login
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Forgot My Password Process

11. See multi-factor authentication prompt.
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Forgot My Password Process

12. Check email for verification code and enter in form. Click Submit.
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Forgot My Password Process

13. See home screen for MHC with access to documents. 
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