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How to Submit an HR Issue 

Use the Contact HR feature in Paychex to submit a question, request, workplace incident, or other HR-related 
matter. 

Before you begin: Have any supporting documents ready to attach. 

 

1 
Open Contact HR 

From the Contact HR tile, select Submit an Issue. 

 
 

2 
Choose the issue type 

Select the option that most closely matches your reason for contacting HR: Workplace 
Incident, Question, Request, or Other. 
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3 
Choose who the issue is for 

Select Someone else when you want to share the ticket with your supervisor or director. Select 
Myself when the ticket should be restricted from your supervisor or director. 

 

Note: Selecting Someone else shares the ticket with the person you choose. Selecting Myself keeps the ticket 
restricted from your supervisor or director. 

 

4 
Add other individuals or witnesses 

If other individuals are involved, add them under the category that best matches their role in 
the issue. 

 

Note: Individuals added in this section will not have access to the ticket information. They are listed only as 
individuals involved or as witnesses. 
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5 
Enter the subject and description 

Add a brief subject line that summarizes the issue. In the description, provide the relevant 
details HR will need to review and respond. 

 
 

6 
Attach supporting documents 

Select Add Documents to upload any relevant files, screenshots, forms, or other supporting 
information. 

 
 

7 
Save the issue 

Review your information for accuracy, then select Save to submit the HR issue. 

 
 

After saving, you can return to Contact HR > My Issues to review your submitted ticket and any updates. 


