
 1

 
Axios Employee Website Usage Instructions 

 
You have two options to access the Axios Internet.  The first option will use your social security number 
and year of birth as your username and password.  If you would like to use this option go to the following 
web address and follow the instructions.  This site can be access through the Axios homepage,  
http://www.axiosincorporated.com, and click on the “employee login” link. 
 

 
 
This link will take you to: https://www.axiosincorporated.com:8443/hrp/EmployeeLogin 
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Option 1: 
Your Username for this screen is you Social Security Number with the dashes.  Your password is the 
last four digits of your Social Security Number-your birth year, for example: 
 
 User Name    123-45-6789 
 Password      6789-1960 
 
Option 2: 
The second option will allow you to create your own personal user ID information.   
 
 
 
 

STEP 1:  If you do not have a current e-mail address on file in our system, please add one using the 
following steps: 
 

• Login into the HR Pyramid website using Option 1 
• Click on the “Inquiries” tab  
• Click on the “Personal Information” tab  
• Enter your e-mail address and then  
• Click the save button at the bottom of the page.   

 
If you have any problems entering in your e-mail address please contact your Axios HR Generalist 
who can assist you with this.   
 
STEP 2:  Once your e-mail address is in our system go to the following web address and follow the 
instructions: https://www.axiosincorporated.com:8443/hrp/EmployeeLogin 
 
The following login screen with come up.  Fill in your current User Name and Password and click 
on Register   
 

 

NOTE:  Axios must have your current email address on file for you to register 
in this way.   



 3

 
 
 
The following registration screen will come up.  Follow the registration instructions below.  
 

 
 
 
Instructions: 
 

• Fill in each line with the required information   
 

 
 

 
• Create your own personal user ID   
• Once all lines are complete, click on “Register” 
• The system will confirm your registration and will email your password to your email address of 

record 
• Once you receive your password you may use it for initial login to the system 
 
You may change this password at any time under the “Administration” tab in HR Pyramid 
 
If you forget your password you can click on “Password Reminder” on the Employee Login screen, 
and fill in the same information you provided for your initial registration.   
 
If you have trouble with this, please email your HR Generalist and Axios IT will reset your password 
and email the new temporary one to you. 

 
 
Click on Login and you will receive the following screen: 
 

Note: The birth date should appear in this format: MM-DD-YYYY 
(Example: March 7, 1975 = 03-07-1975)   
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In this section you will be able to access personal information related to your benefits, salary, vacation 
time, etc.  On this site you will also be able to access a variety of forms.  As you will see by the list 
below: 
 
General Documents 
 

 
 
 
Double click on the form you want and it will open up the form in Acrobat Reader where you can print it.   
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Benefit Forms 
Select the Benefit forms button and you will receive the following screen: 
 

 
 
Here you will be able to find a variety of benefit forms. 
 
External Links 
 
Click on the External Links button for access to pertinent links for our employees: 
 

 
 
Click on the desired link and it will bring you to the webpage you desire. 
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In the Employee Self-Service page you can also inquire into personal information about your pay, benefits 
and personal information.  You can access the menu of inquiries by clicking on the Inquiries button.  You 
will receive the following drop down menu: 
 

 
 
Check Stub  
View your check stubs each pay period or look back at past pay stubs.  Click on the Inquiry button for the 
drop down box and click on Check Stub, you will receive the following screen: 
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Printing A Check Stub 
To print a copy of a check stub, click on the pay date which will bring you to the following screen: 
 

 
 
Scroll down to the bottom of the pay stub where you will see the following options at the bottom: 
 
Select Reprint Check Stub.  When you select this you will receive the following screen: 
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Select Open.  This will open up Adobe Reader (If you do not have Adobe Reader you can get that as a 
free download off of the internet.  You will receive the following screen: 
 

 
 
From here you are able to print the pay stub.   
 

Benefits Summary 
View your current benefits by clicking on the Benefits Summary button and you will receive the 
following screen: 
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Flex Spending 
To view your flex spending account click on the Flex Spending button and you will receive the following 
screen: 

 
 
By clicking on the Submit button you can review your Flexible Spending Account where you can track 
deductions, payments, balance left and know right where you stand at any given time. 
 

401K Summary 
 

 
 
By clicking on the Submit button you can track all activity in your 401K.  Review pretax contributions, 
post tax contributions and catch up contributions or simply just check to see your balance. 
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Payroll Inquiries 
 

 
 
With the Payroll Inquiry screen, you can track your earnings for the year, your taxes withheld and see 
what you have made year to date.   
 
Personal  
 

 
 
Here you are able to view your personal information and make changes to the personal information that is 
highlighted in yellow.  Just highlight and type in the new information, make sure you click on the save 
button before you close the screen to be sure you save the data. 


