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This quick reference guide is designed to walk you through the initial setup of your login ID and password.  

You should have received a mailed Login ID letter from KeyBank, followed by a Password letter a few 
days later. Please have these on hand for login to the portal.

1.	 Visit key.com/payeeweb 

	 Use the PayeeWeb credentials provided in the New Payee Access letter from KeyBank.

	 Make sure to write down your login ID, as you will always need this when you log in to PayeeWeb.

	 Click the Login button.
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2.	 Select and answer your security questions. 

	� On the Security Questions Credential Creation screen, use the drop-down menus to select three security 
questions, then enter your answers to the security questions. Make sure to remember the answers to the 
questions you selected, as these may be used in future logins or when you change your password.

	 Click the Submit button. You will be taken back to the initial login screen.

3.	 Change your password. 

	� To change the password from the temporary password provided by KeyBank to a password you will 
remember, you should now enter your Login ID and then click the Forgot Password link.

	 You will need to answer the security questions and then click the Submit button.
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4.	 Select a new password. 

	� On the Password Reset screen, enter your new password, following the password requirements 
displayed on the screen.

Note: Please be sure to select a new password, as this is an essential step for your account’s 
security. Ensure you select a password you can remember for future use when you login.

	 Click the Submit button.

�	� You will now be taken back to the initial login screen, where you enter your login ID and your 
new password to enter the PayeeWeb portal.
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5.	 Log in to the PayeeWeb Portal. 

	 Enter your login ID and updated password to log in to the PayeeWeb portal.

For more assistance in navigating the PayeeWeb Portal, or for help with accessing or 
changing your information, visit key.com/payeewebtraining, or contact our Pensioner 
Information Line at 1-800-962-2149.
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KeyBank Institutional Advisors collaboratively engages stakeholders to understand their organization’s strategic mission, 
values, and goals. Our advisors are professionals supported by subject matter experts across client disciplines/market 
segments. Combining our expertise with an understanding of the client, we recommend and implement customized, 
coordinated financial solutions.

KeyBank Institutional Advisors is the marketing name under which KeyBank National Association (KeyBank) offers investment management and fiduciary services to 
institutional clients. 
KeyBank National Association is the Trustee of the KeyBank Multiple Investment Trust (the “MIT”) for Employee Benefit Trusts and the KeyBank EB MaGIC® Fund. The 
KeyBank EB MaGIC® Fund is sub advised by Mellon Investment Corporation. Advisor receives a fee for their services. An investment in a money market fund is not insured or 
guaranteed by the FDIC or any other government agency. Although the money market funds seek to preserve the value of your investment at $1.00 per share, it is possible 
to lose money by investing in these funds. Banking and trust products are offered by KeyBank. All credit products are subject to collateral and/or credit approval, terms, 
conditions, and availability and subject to change. When considering gift planning strategies, the donor should always consult with the donor’s own legal, tax and financial 
advisors. KeyBank does not give legal advice. 
Banking products and services are provided by KeyBank, Member FDIC. Trust and certain custody and investment management products are provided by KeyBank, a national 
bank with fiduciary powers. KeyBank is an Equal Housing Lender. All loans provided by KeyBank are subject to underwriting, credit, and collateral approval, in addition to 
origination or other transaction fees. Financing availability may vary by state. Restrictions may apply NMLS ID 399797.
Investing involves risk, including the potential loss of money invested. Past performance does not guarantee future results. Asset allocation and diversification do not guarantee 
a profit or protect against loss.
Non-deposit products are:

NOT FDIC INSURED • NOT BANK GUARANTEED • MAY LOSE VALUE • NOT A DEPOSIT • NOT INSURED BY ANY FEDERAL OR STATE GOVERNMENT AGENCY
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