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WEB PAY 

Use Web Pay self service and social collaboration to manage information and network with coworkers. 

Users may not have access to all of the options described in this guide. Each company determines 
which options are available and each user's security group determines the display of information. 

In order to maintain confidentiality, employees must contact their Company Administrator with 
questions. Paylocity is not authorized to speak directly with employees. 

 Click the Paylocity logo in the middle of the header to return to the default home page. 
 Access messages in the header section of the screen. The bell indicates there are no 

messages. When there are messages, the red box displays the number of messages. 
 Click Help to view help text for each screen. 

 

 Use the self service portal or the menus across the top of the application to navigate through 
Web Pay. 

 Select Self Service Portal from the Applications menu. 
 Use the search filter options to find specific employees. 
 Select Home to access the self service portal. 
 Select Directory to view all employees. 
 Select Impressions to view impression badges received by employees. 
 Select Teams to view the company’s team structure. 

 

 Select Return to Portal from the Account Profile to return to the self service portal. 
 Select Log Out from the Account Profile to log out of the application. 

 

Multiple Pages of Information 
When there are multiple pages of information, use the page numbers and arrow keys to view all 
available information. 

 Click the back arrow with an adjacent vertical line to access the first page. 
 Click the multiple back arrows with an adjacent vertical line to access the prior set of pages. 
 Click the back arrow to access the prior page. 
 Click a page number to select a specific page. 
 Click the forward arrow to access the next page. 
 Click the multiple forward arrows with an adjacent vertical line to access the next set of pages. 
 Click the forward arrow with an adjacent vertical line to access the last page. 
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MESSAGE CENTER 

View or delete messages. 

 Click the Received link to view the message details. 
 Check the box adjacent to the message and click Delete to delete the message. 

 

 Click the link to view additional details.   
 Click Print to print the message. 
 Click Keep As Unread to keep the message marked as an unread message. 
 Click Return to return to the previous screen. 

 

  



 

5

MESSAGES 

 
 View messages. 
 Click View all Messages to access the Message Center. 

 

 

EVENT NOTIFICATION 

When an Administrator launches an Event, the selected employee will receive a notification about the 
Event for completion. 

 Click the Please access the event here link to display the Event. 

 

1. Fill out the required information within the Event. 

2. Click Submit. 
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SIDEBAR MENU 

Use the sidebar menu to access help or download mobile applications. Select Security to learn more 
about how Paylocity protects information. 
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CHANGING INFORMATION 

Users may be able to edit certain fields in Web Pay. All fields with a green icon adjacent to the field 
name or a green title are required and must be populated in order to save information in a screen. 

Many of the changes made by employees are pending changes that will not take effect until a Company 
Administrator approves them. 

Pending addition 
 

  

Pending change 
 

 

Pending deletion 
 

  

Saving Information 
When finished entering information, use one of the save options to save the information. 

Save the updated information and remain on the current screen. 

 

Save the updated information and open a new screen to add additional information. 

 

Save the updated information and return to the previous screen. 

 

Save the updated information and close the current screen 

 

Discard the changes and return to the previous screen. 

 

A warning will appear when navigating away from a screen where changes have been made but not 
saved. 
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SORTING 

List pages display information in columns that can be sorted. There will be a triangle adjacent to the 
column heading by which the system is sorting the information. The triangle will show the direction of 
the current sort. 

 

To change the sorting of displayed information, click the applicable column heading.   
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SEARCH FILTERS 

Search options are available to expand or limit the amount of information displayed. 

 Select or enter the required criteria in one or more fields. 
 Click the Search button to display all information that matches the required criteria. 
 Verify the results in the display section. 
 To save the search results for future use, enter a name for the search in the Save Search field 

and click the Save icon. 
 Once the search has been saved, users can select the saved search from the Select Saved 

Search drop down. 
 To delete the saved search, select the saved search from the drop down and click the Delete 

icon. 
 Click Show All to display all information. 
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SELF SERVICE PORTAL 
 

SELF SERVICE PORTAL 

Self service portal information is organized into tablet-friendly cards. Each company may configure their 
own display and access. 

 Click the icon to expand or collapse the card. 
 Click Less to hide information in the card. 
 Click More to display all information. 

Use the self service portal to manage Web Pay information. 

 Click the boxes or the links to access associated Web Pay screens. 
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APPLY FOR AN OPEN POSITION 

Apply for an open position in the company. Click the X in the top-right corner of your screen to close 
this screen and return to the self service portal. 

1. Select the Open Position from the Open Position drop down. 
2. Click Save and Close to save the open position application and return to the main screen. 

 

 

CHANGE FEDERAL OR STATE TAX EXEMPTIONS 

View or change tax exemptions. Click the Tax link or View Full Taxes List to navigate to the Taxes 
screen. Click the X in the top-right corner of your screen to close this screen and return to the self 
service portal. 

1. Select a Filing Status from the drop down. 
2. Enter the number of exemptions in the Exemption 1 field and in the Exemption 2 field (if 

applicable). 
3. The Amount Type defaults to Default Amount. If applicable, select another Amount Type from 

the drop down. 
4. Enter an Amount (S). This field is enabled when a dollar Amount Type is selected from the drop 

down. 
5. Enter a Percent (%) as a whole number not as a decimal, (e.g., 10% should be entered as 

10.00 instead of 0.10).  
6. Save the updated information. 

 

Important Notes 
 The portal window displays federal and state tax information. Click the View Full Taxes List link 

to view or modify local taxes. 
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COMPANY NEWS ITEMS 

View all company news items. Click the Publish Date link to view the details. 

 

 

DEDUCTION AMOUNTS 

View deduction information. Click the X in the top-right corner of your screen to close this screen and 
return to the self service portal. 

 Click the Deduction link or View Full Deductions List to navigate to the Deductions screen.  

 

Depending on company configuration, users may be able to edit specific deductions. 

1. Select the applicable Calculation from the drop down. 
2. Enter the applicable Amount or Percentage. 
3. Click Save and Close to save the updated information and return to the self service portal. 
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DEPENDENTS 

Add, edit, or delete dependent information. Click the X in the top-right corner of your screen to close 
this screen and return to the self service portal. 

1. To add a new dependent, select Add New Dependent from the drop down. 
2. Enter the Last Name (40 character limit), First Name (40 character limit), and Middle Name 

(20 character limit). 
3. Select the Relationship from the drop down. 
4. Select the Gender from the drop down. 
5. Select or enter the Birth Date. 
6. Enter the Social Security number in the SSN field. 
7. Check the Emergency Contact box if the dependent is an emergency contact. This will enable 

the fields in the Emergency Contact section. 
8. Select Primary or Secondary in the Priority field. Employees are permitted to have more than 

one primary and secondary emergency contact. 
9. Select the Primary Phone from the drop down. 
10. Enter additional information the Notes field (1000 character limit). 
11. Check the Stay in sync with Employee Information box to automatically populate the 

dependent's address with the employee's information. 
12. Enter the Address, Phone, and Email information. 
13. Check the Full Time Student box, if applicable. 
14. Save the updated information. 
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DIRECT DEPOSIT ACCOUNT 

Add, edit, or delete direct deposit account information. Click the X in the top-right corner of your screen 
to close this screen and return to the self service portal. 

1. To add a new direct deposit account, select Add New Direct Deposit Account from the drop 
down. 

2. Select the applicable Account Type (Checking, Savings, or Pay Card) from the drop down. 
3. Enter the nine digit ABA Transit Routing Number without dashes or spaces. 
4. Enter the Account Number without spaces or symbols (17 character limit). 
5. Enter the Name on Account (30 character limit). 
6. If this is the main account, Save the updated information to deposit the entire paycheck to this 

main account. If this is an additional account, check the Additional Deposit Account box. 
7. Select the Amount Type from the drop down to indicate whether the numeric value in the 

Amount field should be a Flat dollar amount, Percent, or Net Minus. Selecting Net Minus will 
issue a live check for the dollar amount entered into the Amount field with the balance being 
deposited into the corresponding bank account.  

8. Enter the Amount based on the Amount Type. 
9. Save the updated information. The specified amount will be deposited in each additional 

account listed and the net check will be deposited into the main account. 

 

To change the order in which money is deposited into an additional deposit account, select the radio 
button adjacent to the applicable account Routing Number and click the blue up or down arrow to 
move the account. 
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EDIT EMPLOYEE PROFILE 

 
 Click the image to upload a new profile image. Select Use Default Image to return to the default 

image. 
 Click Preview to preview the profile. 
 Click View to view the profile that appears when users click Profile. 
 Click the applicable icon to link a LinkedIn, Facebook, Google+, or Twitter profile to the 

employee profile. 
 Click Upload Resume to upload a resume. 
 Enter personal information in the About Me field. Click the spell check icon to check the 

spelling. 
 Enter information in the Schools/Education search field to select an education option or enter 

education information in the field and click Add to add the education information to the 
employee profile. Make a selection from the Class Of drop down and enter additional 
information in the comments field. Users may edit, save, or delete education information by 
clicking the applicable icon. 

 Enter information in the Skills/Expertise search field to select a skill or expertise or enter skills 
or expertise information in the field and click Add to add the information to the employee profile. 
Click the X to delete information. 

 Check the box adjacent to those Interests that apply. Click the applicable section icon to add 
interests from the selected section. 

 Click Save Profile Changes to save the updated information. 
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Important Notes 
 When users add a new education option to their employee profile, the option will be available to 

every user in the company. 
 When users add a new skill or expertise to their employee profile, the option will be available to 

every user in the company. 
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HIDE OR DISPLAY THE NET AMOUNT 

Click the Net Amount icon to hide or display the Net Amount in the Compensation section of the self 
service portal. 

 

 

 

NEWS ITEM 

View the company news item. Click the X in the top-right corner of your screen to close this screen and 
return to the previous screen. 

 Use the arrows adjacent to the drop down to navigate from one news item to the next or select a 
specific news item from the drop down. 

 Click the search icon located below the X to view a summary list of news items. 
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PERSONAL INFORMATION 

Click Personal Information to add or edit personal information from three available tabs: 

 Details  

1. Enter your First Name, Last Name, and Middle Name. 
2. Enter your preferred Title and select an applicable Suffix. 
3. Enter a Preferred First Name and Prior Last Name. 
4. In the Personal section, enter your Social Security Number, Marital Status, Birth Date, 

possible Disability, Ethnicity, and Sex. 
5. To continue, click Save. 
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 Contact  
 

 

1. Enter applicable Phone and Email. 
2. To edit an Address, click the Edit icon (). 
3. From the Emergency Contact area, you are able to: 

a. Click the + Add Contact link to add an Emergency Contact. 
b. Click the contact's Name to edit an existing Emergency Contact. 

4. Click Save when done editing. 
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 Social 

1. Update your Personal Image. 
2. Enter information in the About Me section. 
3. Click Save when done editing. 
4. Click Connect to connect your Employee Profile with your social media accounts. 
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SUBMIT TIME OFF REQUESTS 

Submit time off requests. Click the X in the top-right corner of your screen to close this screen and 
return to the self service portal. 

1. Select a Request Type from the drop down. 
2. Enter additional information in the Employee Comments field. 
3. Select the Single Day or Multiple Days radio button. 
4. Select or enter the Start Date. 
5. Select or enter the End Date. 
6. Enter the Hours Per Day. 
7. Enter the applicable Start Time. 
8. Click Save and Close to submit the time off request. 

 

For additional detail, click Discard changes and go to the Time Off Request History to access the 
Time Off Requests screen. 

 

UPLOAD NEW PROFILE IMAGE 

 
1. Click Upload New Profile Image. 
2. Click Select to find the image. 
3. Select the image and click Open to upload the image. 
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UPLOAD RESUME 

 
1. Click Upload Resume to find the document. 
2. Select the resume and click Open to upload the document. 

 

 Click My Resume to display the resume. 
 Click the red X to delete the resume. 
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USER PREFERENCES 

View preferences. Add or edit profile information. 

 Click the image to upload a personal image. Select Use Default Image to return to the default 
image. 

 Click View to view the profile that appears when users click Profile in the Directory. 
 Click the applicable icon to link a LinkedIn, Facebook, Google+, or Twitter profile to the 

employee profile. 
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VIEW PROFILE 

View the employee profile. 

 Click the email link to send an email to the employee. 
 Click Add Impression to submit an impression badge for the employee. 
 Click View Team to view the employee's team. 
 Click the applicable icon to access the linked profile. 
 Click View Impressions to view the recognition impression badges the employee has received. 
 Click My Resume to view the employee's resume. 

 

 

VIEW IMPRESSIONS 

View the impression badges the employee has received. Depending on the company's configuration, 
supervisor approval of the impression badge may be required before the impression badge appears in 
this screen. 

 Click the email link to send an email to the employee. 
 Click Add Impression to submit an impression badge for the employee. 
 Click View Team to view the employee's team. 
 Click the applicable icon to access the linked profile. 
 Click View Profile to view the employee's profile. 
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WEB TIME 

 
 Select Web Time from the Applications menu or select Launch Time & Attendance in the 

Time Entry section of the self service portal.   
 Clock in and out from the self service portal. 

 

 To return to Web Pay, select Web Pay from the Applications menu. 
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YEAR TO DATE COMPENSATION 

View year to date compensation. Click the X in the top-right corner of your screen to close this screen 
and return to the self service portal. 

1. Select the Year from the drop down. 
2. Check the Include Employer Paid Taxes box to display employer paid taxes in the chart. 
3. Click the Run icon to display the information. 

 

Important Notes 
 The YTD Compensation Chart will display up to 12 sections of information including employer 

paid taxes. The largest earnings and/or deductions will display first. Additional earnings and 
deductions will be combined into a total section that appears as Other. 

 The YTD Compensation Chart pulls data from payroll history based on check date. It does not 
project or annualize values based on insurance plan or recurring deduction/earning setup. 
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HOME 
 

ABOUT 

View product information and system requirements. 

 Click the Verify your system setup button to confirm all system requirements are present and 
accurate to run the application. A green check will appear next to each option that meets the 
requirements. 

 Adobe Reader is required to view and print pay stubs, reports, and other documents. Click the 
applicable link in this screen to download Adobe Reader. 

 Users may be required to click the applicable link to download and run the installation program 
to enable Offsite Printing. 

 

 

COPYRIGHT 

View copyright information. 
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DIRECTORY 

View employee contact information. Use the search filters to view specific employees. 

 Click the Email link to send an email to the employee. 
 Click the Social Networks icon to access the linked profile. 
 Click Profile to view the employee's profile. 
 Click Team to view the employee's team. 
 Click Impression to submit an impression badge for the employee. 
 Click Portal to access the self service portal. 

 

 

SEARCH FILTER OPTIONS 

Search for employees in Web Pay self service and social collaboration. 

 Select a letter in the Last Name Filter to display only employees whose last name begins with 
the selected letter. 

 Click All to display all employees. 
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 Enter the employee's name in the Search field to find a specific employee. 
 Enter information in the Search field to find specific employees who match the search criteria. 
 Selected search criteria may appear at the top of the screen. Click the X to remove selected 

criteria. 

 

 Click the filter icon to use multiple search criteria. 
 Enter the applicable criteria in each search field and click Search. Click Reset to clear the 

specified search criteria. 

 

  



 

33

IMPRESSIONS 

View employee impression badges. Use the search filters to view specific employees. 

Depending on the company's configuration, supervisor approval of the impression badge may be 
required before the impression badge appears in this screen. 

 Click Profile to view the employee's profile. 
 Click Portal to access the self service portal. 
 Click Team to view the employee's team. 
 Click Impression to submit an impression badge for the employee. 
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SUBMIT AN IMPRESSION BADGE 

Submit an impression badge to recognize a fellow employee for a job well done. Depending on the 
company's configuration, supervisor approval of the impression badge may be required. 

1. Select the Impression Badge. The selected badge displays a default title and comments. 
2. Select Share with everyone or Share with employee only. 
3. Customize the title and comment information in the Provide Comments field. Click the spell 

check icon to check the spelling. 
4. Save the updated information. 
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GLOSSARY 

View payroll terms and calculations to assist with questions about paychecks. This screen cannot be 
edited. 

 

 

TEAMS 

View employee teams. The company team structure appears based on information entered in the 
Supervisor field. Use the search filters to view specific employees. 

 Users may click My Team to view their own team. 
 Click the move up icon to move up one level. 
 Click the plus (+) sign to display direct reports. 
 Hover the mouse over the name to display additional details. 
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PREFERENCES 

 
1. Enter the User Name. 
2. To change the password, check the Change Password box. 
3. Enter the Current Password. 
4. Enter the New Password and enter the new password a second time in the Confirm New 

Password field. 
5. Select the Default Home Page at login. 
6. Select the applicable radio button to have notifications sent to the Message Center only or sent 

to the Message Center and the specified email address. 
7. Select the number of rows that appear on a page in the Paging Size field.  
8. Select a login challenge question from the Question 1, Question 2, and Question 3 drop 

downs. Enter the answer to the respective login challenge question in the Answer 1, Answer 2, 
and Answer 3 fields. 

9. Select an image from the Select Security Image drop down. This image will appear on the 
login screen once the Company Id and Username are entered. 

10. Enter a personal Security Phrase. This phrase will appear on the login screen once the 
Company Id and Username are entered. 

11. Save the updated information. 

 

Users may be required to enter their password when saving changes. Enter the Password and click 
Save to save the updated personal settings. 

 

Important Notes 
 Notifications are always sent to the Message Center. 
 Users who establish challenge questions must select three unique questions and enter three 

answers. They may not select only one or two questions and they may not select a question 
more than once. 
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TRAINING DOCUMENTS 

Access online training documents and videos. 

 

 

WELCOME 

This screen welcomes users to Web Pay. This screen cannot be edited. 
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EMPLOYEES 
 

EMPLOYEE INFO 
 

PERSONAL INFO 
 

DEMOGRAPHICS 

Add or edit general employee information. 

1. Enter the Last Name (40 character limit), First Name (40 character limit), and Middle Name 
(20 character limit). 

2. Enter a Salutation (10 character limit). 
3. Select a Suffix from the drop down. 
4. Enter a Nickname (20 character limit) and/or Prior Last Name (40 character limit). 
5. Enter the Address, Phone, and Email information. 
6. Select the Gender from the drop down. 
7. Select the Ethnicity from the drop down. 
8. Select the Marital Status from the drop down. 
9. Check the Smoker box, if applicable. 
10. Enter information in the Disability field (30 character limit). 
11. Enter information in the Veteran field (30 character limit). 
12. Save the updated information. 

 

Important Notes 
 Employees are not able to add or edit their own Social Security Number (SSN) or Birth Date 

information. Employees must contact the Company Administrator to make these changes.    
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IN THE ADDRESS SECTION 

 
1. Enter the address in the Address 1 field (30 to 50 character limit) and applicable address 

information in the Address 2 field (30 to 50 character limit). 
2. Enter the City (30 character limit), select the State from the drop down, and enter the Zip Code. 
3. Select a Country from the drop down. 
4. Enter the County. 
5. Enter the applicable Additional Address (100 character limit). 
6. Select the Additional Address Type from the drop down. 
7. Select the Additional Address Country from the drop down. 
8. Enter the Home Phone number and Mobile Phone number. 
9. Enter the Email address (40 character limit). 

Important Notes 
 It may be necessary to enter the plus (+) sign before the phone number in order to save the 

phone number. 
 The character limit for address fields may vary depending on the selected screen. 

 

DEPENDENTS 

 Click the Add button to add a new dependent. 
 Click the Last Name link to display or modify the dependent details. 
 Check the box adjacent to the Last Name and click the Delete button to delete the dependent. 

 

1. Enter the Last Name (40 character limit), First Name (40 character limit), and Middle Name 
(20 character limit). 

2. Select the Relationship from the drop down. 
3. Select the Gender from the drop down. 
4. Select or enter the Birth Date. 
5. Enter the Social Security number in the SSN field. 
6. If the dependent is an emergency contact, check the Emergency Contact box and select 

the Primary Phone from the drop down. 
7. Enter additional information the Notes field. 
8. Enter the applicable Address, Phone, and Email information. 
9. Check the Full Time Student box, if applicable. 
10. Save the updated information. 
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EMERGENCY CONTACTS 

 
 Click the Add button to add a new emergency contact. 
 Click the Last Name link to display or modify the emergency contact details. 
 Check the box adjacent to the Last Name and click the Delete button to delete the dependent. 

 

1. Select the Priority.  
2. Enter the Last Name and First Name. 
3. Select the Relationship from the drop down. 
4. Select the Primary Phone from the drop down. 
5. Enter the Address, Phone, and Email information. 
6. Enter additional information in the Notes field (100 character limit). 
7. Save the updated information. 
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WORK INFO 
 

EMPLOYEE STATUS 

View employee status information. 

 

 

DEPT/POSITION 

View supervisor, reviewer, position, home department cost center, pay settings, and union information. 
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WORK LOCATION 

View work site information. 

 

Important Notes 
 Temporary password resets are emailed to the work email address entered in the Email field. 
 Employees can have notifications sent to this work email address in addition to having them 

sent to the Message Center. 

 

ELIGIBILITY 

View information regarding eligibility for work. 

 

 

EMPLOYEE I-9 EMPLOYMENT ELIGIBILITY 

Click View to review the I-9 work authorization document generated when the employee was hired. 

 

Reports 
 Audit Trail Detail 
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AUTHORIZATION TRACKING 

View work authorization status. 

 Click the Date link to display the details. 

 

 Click the Cancel button to return to the main screen. 

 

 

STATUTORY 

 Assign employees to a Vets 100 or Vets 100A hiring location to be included in VETS-100/VETS-
100A reports. 

1. Check the Enable box to enable the fields on this screen. 
2. Select a Hiring Location from the drop down. 
3. Select a Job Category from the applicable drop down. 
4. Select one or more Covered Veteran options. 
5. Save the updated information. 
6. Select either the Vets-100 or Vets-100A report in the Reports Library. 
7. Run the report to display the results. The report will appear in User Requested. 

 Track medical coverage availability for states that require this information to be included in new 
hire reporting. 

1. Check the Medical Coverage Available box if the employee qualifies for medical 
benefits that can be used to cover the child. 

2. Select or enter the Medical Coverage Date. 

 

Important Notes 
 Medical coverage information must be populated before the first payroll that includes the new 

hire is processed. 

Reports 
 Audit Trail Detail 
 VETS-100 
 VETS-100A 



 

44 

PAYROLL SETUP 
 

RATES 

View pay rates or salary amounts. The display includes rate history and information on additional rates. 

 

 

TAXES 

View or edit tax information. 

 Click the Tax Code link to display or modify the details. 

1. Select a Filing Status from the drop down.  
2. Enter the number of exemptions in the Exemption 1 field and the applicable number of 

exemptions in the Exemption 2 field (if applicable). 
3. Select the applicable Amount Type if different from the Default Amount. 
4. Enter an Amount. This field is enabled when a dollar Amount Type is selected from the 

drop down. 
5. Enter a Percentage as a whole number not as a decimal (e.g., 10% should be entered 

as 10.00 instead of 0.10). This field is enabled when a percentage Amount Type is 
selected from the drop down. 

6. For State Taxes, enter the Percentage Allocation for the state selected. 
7. Designate the SUI from the drop down. 
8. Save the updated information. 
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AMOUNT TYPES 

 Additional Flat: Add an additional flat dollar amount to what the employee should have 
withheld. 

 Additional Flat plus Additional Percentage: Add an additional flat dollar amount and a 
percentage of taxable wages to what the employee should have withheld. 

 Additional Percentage: Add a percentage of taxable wages to what the employee should have 
withheld. 

 Blocked: No tax amount should be taken but the employee's wages are still reflected as 
taxable. 

 Flat Dollar Amount: Withhold only the amount entered within the Amount field. 
 Flat Dollar Amount plus Fixed Percentage: Withhold the amount entered within the Amount 

field and the percentage of taxable wages entered within the Percentage field. 
 Flat Percentage: Withhold only the percentage of taxable wages entered within the 

Percentage field. 

 

 

EARNINGS 

View regularly scheduled recurring earnings. 

 Click the Code link to display its details. 

 

 Click the Cancel button to return to the main screen. 
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DEDUCTIONS 

View regularly scheduled recurring deductions. 

 Click the Deduction Code link to display its details. 

 

 Click the Cancel button to return to the main screen. 

 

Important Notes 
 Users may be able to edit deductions in the self service portal. Changes made by employees 

will not take effect until a Company Administrator approves them.   
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DIRECT DEPOSIT 

Add, edit, or delete direct deposit account information. Click the X in the top-right corner of your screen 
to close this screen and return to the self service portal. 

1. To add a new direct deposit account, select Add New Direct Deposit Account from the drop 
down. 

2. Select the applicable Account Type (Checking, Savings, or Pay Card) from the drop down. 
3. Enter the nine digit ABA Transit Routing Number without dashes or spaces. 
4. Enter the Account Number without spaces or symbols (17 character limit). 
5. Enter the Name on Account (30 character limit). 
6. If this is the main account, Save the updated information to deposit the entire paycheck to this 

main account. If this is an additional account, check the Additional Deposit Account box. 
7. Select the Amount Type from the drop down to indicate whether the numeric value in the 

Amount field should be a Flat dollar amount, Percent, or Net Minus. Selecting Net Minus will 
issue a live check for the dollar amount entered into the Amount field with the balance being 
deposited into the corresponding bank account.  

8. Enter the Amount based on the Amount Type. 
9. Save the updated information. The specified amount will be deposited in each additional 

account listed and the net check will be deposited into the main account. 

 

To change the order in which money is deposited into an additional deposit account, select the radio 
button adjacent to the applicable account Routing Number and click the blue up or down arrow to 
move the account. 
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Important Notes 
 The system will not allow an incorrect Routing Number to be saved. 
 Selecting Net Minus will issue a live check for the dollar amount entered into the Amount field 

with the balance being deposited into the corresponding bank account.  

 

LABOR ALLOCATION 

View specific distribution of wages. 
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PAY HISTORY 
 

CURRENT CHECKS 

View current check information. Users are able to print a pay stub by clicking the Download Printable 
Version button on the bottom of this screen. 

To view a paycheck or direct deposit voucher issued prior to the current check, click the Check Date 
drop down and select the applicable check date to display the check or voucher. 

The Employee section, which displays the Employee Id and Department, can be expanded or 
collapsed by clicking the double arrows. The Check or Voucher #, Delivery Location, Check Date, 
Period Begin and End Dates, Gross Earnings, Gross YTD, Net Earnings, and Net YTD are 
displayed in the Check section. Depending on the company's configuration, the bottom sections of the 
screen will display applicable details about Direct Deposits, Earnings, Deductions, Benefits, Taxes, and 
Time Off. 
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CHECK HISTORY 

Search for checks in a specific date range. 

 Select a Date Range From and Date Range To, populating the checks to display. 
 Click the Submit button to display the results. 
 To summarize only certain checks in the specified date range, check the box adjacent to the 

applicable checks in the Results section. 
 Click the Calculate Summary button to display the sum totals of the selected checks in the 

Summary and Detailed Pay Information sections. 
 Click the Print Summary Report button to print a copy of the Check History Summary Report. 
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W2 

View and print W2s that have been processed by Paylocity. 

 Click the Tax Year link to view or print a copy of the W2. 

 

 Close the PDF file to return to the main screen. 
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1099 

View and print 1099s that have been processed by Paylocity. 

 Click the Tax Year link to view or print a copy of the 1099. 

 

 Close the PDF file to return to the main screen. 
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TIME OFF 
 

SETUP & BALANCE 

View time off information. 

 Click the Type link to display the details. 

 

 Click the Cancel button to return to the main screen. 
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TIME OFF HISTORY 

View time off benefits earned and used per payroll and any manual adjustments made in Web Pay. 
Users can search for time off based on selected date ranges and/or types and display totals. 

 Click the Trans Date link to view the details. 

 

 Click the Return button to return to the main screen. 
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HUMAN RESOURCES 
 

PERSONAL INFO 
 

DEMOGRAPHICS 

Add or edit general employee information. 

1. Enter the Last Name (40 character limit), First Name (40 character limit), and Middle Name 
(20 character limit). 

2. Enter a Salutation (10 character limit). 
3. Select a Suffix from the drop down. 
4. Enter a Nickname (20 character limit) and/or Prior Last Name (40 character limit). 
5. Enter the Address, Phone, and Email information. 
6. Select the Gender from the drop down. 
7. Select the Ethnicity from the drop down. 
8. Select the Marital Status from the drop down. 
9. Check the Smoker box, if applicable. 
10. Enter information in the Disability field (30 character limit). 
11. Enter information in the Veteran field (30 character limit). 
12. Save the updated information. 

 

Important Notes 
 Employees are not able to add or edit their own Social Security Number (SSN) or Birth Date 

information. Employees must contact the Company Administrator to make these changes.    
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DEPENDENTS 

 
 Click the Add button to add a new dependent. 
 Click the Last Name link to display or modify the dependent details. 
 Check the box adjacent to the Last Name and click the Delete button to delete the dependent. 

 

1. Enter the Last Name (40 character limit), First Name (40 character limit), and Middle Name 
(20 character limit). 

2. Select the Relationship from the drop down. 
3. Select the Gender from the drop down. 
4. Select or enter the Birth Date. 
5. Enter the Social Security number in the SSN field. 
6. If the dependent is an emergency contact, check the Emergency Contact box and select 

the Primary Phone from the drop down. 
7. Enter additional information the Notes field. 
8. Enter the applicable Address, Phone, and Email information. 
9. Check the Full Time Student box, if applicable. 
10. Save the updated information. 
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EMERGENCY CONTACTS 

 
 Click the Add button to add a new emergency contact. 
 Click the Last Name link to display or modify the emergency contact details. 
 Check the box adjacent to the Last Name and click the Delete button to delete the dependent. 

 

1. Select the Priority.  
2. Enter the Last Name and First Name. 
3. Select the Relationship from the drop down. 
4. Select the Primary Phone from the drop down. 
5. Enter the Address, Phone, and Email information. 
6. Enter additional information in the Notes field (100 character limit). 
7. Save the updated information. 
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WORK INFO 
 

EMPLOYEE STATUS 

View employee status information. 

 

 

DEPT/POSITION 

View supervisor, reviewer, position, home department cost center, pay settings, and union information. 
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WORK LOCATION 

View work site information. 

 

Important Notes 
 Temporary password resets are emailed to the work email address entered in the Email field. 
 Employees can have notifications sent to this work email address in addition to having them 

sent to the Message Center. 

 

ELIGIBILITY 

View information regarding eligibility for work. 

 

 

EMPLOYEE I-9 EMPLOYMENT ELIGIBILITY 

Click View to review the I-9 work authorization document generated when the employee was hired. 

 

Reports 
 Audit Trail Detail 
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AUTHORIZATION TRACKING 

View work authorization status. 

 Click the Date link to display the details. 

 

 Click the Cancel button to return to the main screen. 

 

 

STATUTORY 

 Assign employees to a Vets 100 or Vets 100A hiring location to be included in VETS-100/VETS-
100A reports. 

 Track medical coverage availability for states that require this information to be included in new 
hire reporting. 

 

1. Check the Enable box to enable the fields on this screen. 
2. Select a Hiring Location from the drop down. 
3. Select a Job Category from the applicable drop down. 
4. Select one or more Covered Veteran options. 
5. Check the Medical Coverage Available box if the employee qualifies for medical 

benefits that can be used to cover the child. 
6. Select or enter the Medical Coverage Date. 
7. Save the updated information. 
8. Select either the Vets-100 or Vets-100A report in the Reports Library. 
9. Run the report to display the results. The report will appear in User Requested. 

Important Notes 
 Medical coverage information must be populated before the first payroll that includes the new 

hire is processed. 

Reports 
 Audit Trail Detail 
 VETS-100 
 VETS-100A 
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EMPLOYMENT 
 

RATES 

View pay rates or salary amounts. The display includes rate history and information on additional rates. 

 

 

PREVIOUS EMPLOYMENT 

View employment history prior to being employed by the company. 

 Click the Employer Name link to display the details. 

 

 Click the Cancel button to return to the main screen. 
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EMPLOYMENT HISTORY 

The Employment History screen is a single page view of the employee’s compensation and position 
history while employed by the company. Changes to the employee work information such as a job 
change, performance appraisal, new rate, or employment status change are automatically added to 
Employment History overnight. 

 Click the Effective Date link to display the details. 

 

 Click the Cancel button to return to the main screen. 
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EVENTS 

View events, awards, or disciplinary actions. 

 Click the Code link to display its details. 

 

 Click the Cancel button to return to the main screen. 

 

 

COMPANY PROPERTY 

View the company property that has been issued. 
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PAY HISTORY 
 

CURRENT CHECKS 

View current check information. Users are able to print a pay stub by clicking the Download Printable 
Version button on the bottom of this screen. 

To view a paycheck or direct deposit voucher issued prior to the current check, click the Check Date 
drop down and select the applicable check date to display the check or voucher. 

The Employee section, which displays the Employee Id and Department, can be expanded or 
collapsed by clicking the double arrows. The Check or Voucher #, Delivery Location, Check Date, 
Period Begin and End Dates, Gross Earnings, Gross YTD, Net Earnings, and Net YTD are 
displayed in the Check section. Depending on the company's configuration, the bottom sections of the 
screen will display applicable details about Direct Deposits, Earnings, Deductions, Benefits, Taxes, and 
Time Off. 
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CHECK HISTORY 

Search for checks in a specific date range. 

 Select a Date Range From and Date Range To, populating the checks to display. 
 Click the Submit button to display the results. 
 To summarize only certain checks in the specified date range, check the box adjacent to the 

applicable checks in the Results section. 
 Click the Calculate Summary button to display the sum totals of the selected checks in the 

Summary and Detailed Pay Information sections. 
 Click the Print Summary Report button to print a copy of the Check History Summary Report. 
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W2 

View and print W2s that have been processed by Paylocity. 

 Click the Tax Year link to view or print a copy of the W2. 

 

 Close the PDF file to return to the main screen. 
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1099 

View and print 1099s that have been processed by Paylocity. 

 Click the Tax Year link to view or print a copy of the 1099. 

 

 Close the PDF file to return to the main screen. 
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BENEFITS 
 

RETIREMENT PLANS 

View retirement plan information. 

 Click the Deduction link to display the details. 

 

 Click the Match Details & Allocations button to display the established match rules for the 
current Plan 

 

 Click the Return button to return to the main screen. 
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INSURANCE PLANS 

View insurance plan information. 

 Click the View link to access the plan web site. 
 Click the Description link to display the details. 

 

 Click the View link to access the plan web site. 
 Click the Cancel button to return to the main screen. 
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BENEFITS SETUP 

View setup values used for employee benefits integration and insurance plan settings. 

 Click the Effective Date to view the selected benefit. 

 

 

Important Notes 
 This screen only appears when Web Benefits is enabled. 
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PERFORMANCE 
 

ADVANCED HR REVIEWS 

View performance reviews. 

 Click the Review Date link to display its details. 

 

 Click the Cancel button to return to the main screen. 
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TRAINING 
 

SKILLS 

View skill information. 

 Click the Skill link to display the details. 

 

 Click the Cancel button to return to the main screen. 
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EDUCATION 

View education information which may include classes taken while employed by the company and 
tuition reimbursement information. 

 Click the School link to display the details. 

 

 Click the Cancel button to return to the main screen. 
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TIME OFF 
 

SETUP & BALANCE 

View time off information. 

 Click the Type link to display the details. 

 

 Click the Cancel button to return to the main screen. 
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TIME OFF HISTORY 

View time off benefits earned and used per payroll and any manual adjustments made in Web Pay. 
Users can search for time off based on selected date ranges and/or types and display totals. 

 Click the Trans Date link to view the details. 

 

 Click the Return button to return to the main screen. 
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LEAVE TRACKING 

View information about leaves such as Family and Medical Leave Act (FMLA), disability leave, or 
military leave. 

 Click the Start Date link to display the details. 

 

 Click the Tracking Type link to display the details. 

 

 Click the Cancel button to return to the main screen. 
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TIME OFF REQUESTS 

Submit time off requests. User may also submit time off requests in the self service portal. Once a 
request is approved or declined, the employee receives a message in the Message Center and the new 
status appears in this screen. 

 Click the Add button to add a time off request. 
 Click the Start Date link to display or modify the details. 
 Check the box adjacent to the Start Date and click the Delete button to cancel the request. 

 

1. Select a Request Type from the drop down. 
2. Check the FMLA Related box if the time off request is related to FMLA leave. 
3. Enter additional information in the Employee Comments field. 
4. Select the Single Day or Multiple Days radio button. 
5. Select or enter the Start Date. 
6. Select or enter the End Date. 
7. Enter the Hours Per Day. 
8. Enter the applicable Start Time and End Time. 
9. Click the Add Request Date(s)>> button. 

 

10. Verify all information. 
11. Click the Submit Request button. 
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Important Notes 
 Time off accruals and self service must be implemented in order to use the Time Off Requests 

feature. 
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CURRENT CHECKS 
 

CURRENT CHECKS 

View current check information. Users are able to print a pay stub by clicking the Download Printable 
Version button on the bottom of this screen. 

To view a paycheck or direct deposit voucher issued prior to the current check, click the Check Date 
drop down and select the applicable check date to display the check or voucher. 

The Employee section, which displays the Employee Id and Department, can be expanded or 
collapsed by clicking the double arrows. The Check or Voucher #, Delivery Location, Check Date, 
Period Begin and End Dates, Gross Earnings, Gross YTD, Net Earnings, and Net YTD are 
displayed in the Check section. Depending on the company's configuration, the bottom sections of the 
screen will display applicable details about Direct Deposits, Earnings, Deductions, Benefits, Taxes, and 
Time Off. 
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PRINT A PAY STUB 

1. Enter a Password to protect the PDF file or check the “Do not password protect this 
information: my computer is secure and free from spyware or other potential unauthorized 
access.” box. 

2. Click the View PDF button. 
3. Select the Print icon to print the check. 

 

Important Notes 
 Users who choose to password protect the PDF file will be required to enter the password a 

second time to view the PDF. The password will be required each time users access the file. 
 The Password Protect screen cannot be disabled. 
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HR 
 

PERSONAL INFO 
 

DEMOGRAPHICS 

Add or edit general employee information. 

1. Enter the Last Name (40 character limit), First Name (40 character limit), and Middle Name 
(20 character limit). 

2. Enter a Salutation (10 character limit). 
3. Select a Suffix from the drop down. 
4. Enter a Nickname (20 character limit) and/or Prior Last Name (40 character limit). 
5. Enter the Address, Phone, and Email information. 
6. Select the Gender from the drop down. 
7. Select the Ethnicity from the drop down. 
8. Select the Marital Status from the drop down. 
9. Check the Smoker box, if applicable. 
10. Enter information in the Disability field (30 character limit). 
11. Enter information in the Veteran field (30 character limit). 
12. Save the updated information. 

 

Important Notes 
 Employees are not able to add or edit their own Social Security Number (SSN) or Birth Date 

information. Employees must contact the Company Administrator to make these changes.    
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DEPENDENTS 

 
 Click the Add button to add a new dependent. 
 Click the Last Name link to display or modify the dependent details. 
 Check the box adjacent to the Last Name and click the Delete button to delete the dependent. 

 

1. Enter the Last Name (40 character limit), First Name (40 character limit), and Middle Name 
(20 character limit). 

2. Select the Relationship from the drop down. 
3. Select the Gender from the drop down. 
4. Select or enter the Birth Date. 
5. Enter the Social Security number in the SSN field. 
6. If the dependent is an emergency contact, check the Emergency Contact box and select 

the Primary Phone from the drop down. 
7. Enter additional information the Notes field. 
8. Enter the applicable Address, Phone, and Email information. 
9. Check the Full Time Student box, if applicable. 
10. Save the updated information. 
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EMERGENCY CONTACTS 

 
 Click the Add button to add a new emergency contact. 
 Click the Last Name link to display or modify the emergency contact details. 
 Check the box adjacent to the Last Name and click the Delete button to delete the dependent. 

 

1. Select the Priority.  
2. Enter the Last Name and First Name. 
3. Select the Relationship from the drop down. 
4. Select the Primary Phone from the drop down. 
5. Enter the Address, Phone, and Email information. 
6. Enter additional information in the Notes field (100 character limit). 
7. Save the updated information. 
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WORK INFO 
 

EMPLOYEE STATUS 

View employee status information. 

 

 

DEPT/POSITION 

View supervisor, reviewer, position, home department cost center, pay settings, and union information. 
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WORK LOCATION 

View work site information. 

 

Important Notes 
 Temporary password resets are emailed to the work email address entered in the Email field. 
 Employees can have notifications sent to this work email address in addition to having them 

sent to the Message Center. 

 

ELIGIBILITY 

View information regarding eligibility for work. 

 

 

EMPLOYEE I-9 EMPLOYMENT ELIGIBILITY 

Click View to review the I-9 work authorization document generated when the employee was hired. 

 

Reports 
 Audit Trail Detail 
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AUTHORIZATION TRACKING 

View work authorization status. 

 Click the Date link to display the details. 

 

 Click the Cancel button to return to the main screen. 

 

 

STATUTORY 

 Assign employees to a Vets 100 or Vets 100A hiring location to be included in VETS-100/VETS-
100A reports. 

 Track medical coverage availability for states that require this information to be included in new 
hire reporting. 

 

1. Check the Enable box to enable the fields on this screen. 
2. Select a Hiring Location from the drop down. 
3. Select a Job Category from the applicable drop down. 
4. Select one or more Covered Veteran options. 
5. Check the Medical Coverage Available box if the employee qualifies for medical 

benefits that can be used to cover the child. 
6. Select or enter the Medical Coverage Date. 
7. Save the updated information. 
8. Select either the Vets-100 or Vets-100A report in the Reports Library. 
9. Run the report to display the results. The report will appear in User Requested. 

Important Notes 
 Medical coverage information must be populated before the first payroll that includes the new 

hire is processed. 

Reports 
 Audit Trail Detail 
 VETS-100 
 VETS-100A 
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EMPLOYMENT 
 

RATES 

View pay rates or salary amounts. The display includes rate history and information on additional rates 

.

 

 

PREVIOUS EMPLOYMENT 

View employment history prior to being employed by the company. 

 Click the Employer Name link to display the details. 

 

 Click the Cancel button to return to the main screen. 
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EMPLOYMENT HISTORY 

The Employment History screen is a single page view of the employee’s compensation and position 
history while employed by the company. Changes to the employee work information such as a job 
change, performance appraisal, new rate, or employment status change are automatically added to 
Employment History overnight. 

 Click the Effective Date link to display the details. 

 

 Click the Cancel button to return to the main screen. 

 

 

EVENTS 

View events, awards, or disciplinary actions. 

 Click the Code link to display its details. 

 

 Click the Cancel button to return to the main screen. 
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COMPANY PROPERTY 

View the company property that has been issued. 
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PAY HISTORY 
 

CURRENT CHECKS 

View current check information. Users are able to print a pay stub by clicking the Download Printable 
Version button on the bottom of this screen. 

To view a paycheck or direct deposit voucher issued prior to the current check, click the Check Date 
drop down and select the applicable check date to display the check or voucher. 

The Employee section, which displays the Employee Id and Department, can be expanded or 
collapsed by clicking the double arrows. The Check or Voucher #, Delivery Location, Check Date, 
Period Begin and End Dates, Gross Earnings, Gross YTD, Net Earnings, and Net YTD are 
displayed in the Check section. Depending on the company's configuration, the bottom sections of the 
screen will display applicable details about Direct Deposits, Earnings, Deductions, Benefits, Taxes, and 
Time Off. 
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CHECK HISTORY 

Search for checks in a specific date range. 

 Select a Date Range From and Date Range To, populating the checks to display. 
 Click the Submit button to display the results. 
 To summarize only certain checks in the specified date range, check the box adjacent to the 

applicable checks in the Results section. 
 Click the Calculate Summary button to display the sum totals of the selected checks in the 

Summary and Detailed Pay Information sections. 
 Click the Print Summary Report button to print a copy of the Check History Summary Report. 
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W2 

View and print W2s that have been processed by Paylocity. 

 Click the Tax Year link to view or print a copy of the W2. 

 

 Close the PDF file to return to the main screen. 
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1099 

View and print 1099s that have been processed by Paylocity. 

 Click the Tax Year link to view or print a copy of the 1099. 

 

 Close the PDF file to return to the main screen. 
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BENEFITS 
 

RETIREMENT PLANS 

View retirement plan information. 

 Click the Deduction link to display the details. 

 

 Click the Match Details & Allocations button to display the established match rules for the 
current Plan 

 

 Click the Return button to return to the main screen. 
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INSURANCE PLANS 

View insurance plan information. 

 Click the View link to access the plan web site. 
 Click the Description link to display the details. 

 

 Click the View link to access the plan web site. 
 Click the Cancel button to return to the main screen. 
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BENEFITS SETUP 

View setup values used for employee benefits integration and insurance plan settings. 

 Click the Effective Date to view the selected benefit. 
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PERFORMANCE 
 

ADVANCED HR REVIEWS 

View performance reviews. 

 Click the Review Date link to display its details. 

 

 Click the Cancel button to return to the main screen. 
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TRAINING 
 

SKILLS 

View skill information. 

 Click the Skill link to display the details. 

 

 Click the Cancel button to return to the main screen. 
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EDUCATION 

View education information which may include classes taken while employed by the company and 
tuition reimbursement information. 

 Click the School link to display the details. 

 

 Click the Cancel button to return to the main screen. 
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TIME OFF 
 

SETUP & BALANCE 

View time off information. 

 Click the Type link to display the details. 

 

 Click the Cancel button to return to the main screen. 
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TIME OFF HISTORY 

View time off benefits earned and used per payroll and any manual adjustments made in Web Pay. 
Users can search for time off based on selected date ranges and/or types and display totals. 

 Click the Trans Date link to view the details. 

 

 Click the Return button to return to the main screen. 
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LEAVE TRACKING 

View information about leaves such as Family and Medical Leave Act (FMLA), disability leave, or 
military leave. 

 Click the Start Date link to display the details. 

 

 Click the Tracking Type link to display the details. 

 

 Click the Cancel button to return to the main screen. 
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TIME OFF REQUESTS 

Submit time off requests. User may also submit time off requests in the self service portal. Once a 
request is approved or declined, the employee receives a message in the Message Center and the new 
status appears in this screen. 

 Click the Add button to add a time off request. 
 Click the Start Date link to display or modify the details. 
 Check the box adjacent to the Start Date and click the Delete button to cancel the request. 

 

1. Select a Request Type from the drop down. 
2. Check the FMLA Related box if the time off request is related to FMLA leave. 
3. Enter additional information in the Employee Comments field. 
4. Select the Single Day or Multiple Days radio button. 
5. Select or enter the Start Date. 
6. Select or enter the End Date. 
7. Enter the Hours Per Day. 
8. Enter the applicable Start Time and End Time. 
9. Click the Add Request Date(s)>> button. 

 

10. Verify all information. 
11. Click the Submit Request button. 
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Important Notes 
 Time off accruals and self service must be implemented in order to use the Time Off Requests 

feature. 
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PAYROLL 
 

CHECK CALCULATOR SETUP 

Test possible payroll changes such as increasing the 401k contribution. View what the outcome of the 
check will be based on the changes made. Users are not able to save this test check. 

1. Select Test Mode to test possible payroll changes 
2. Select Standard, Use Supplemental Tax Rate, or Block All Income Tax Withholding from the 

Taxation drop down. 
3. Clear the Block Recurring Earnings box to allow all recurring earnings. Use the Check 

Calculator Earnings screen to allow or block individual earnings. 
4. Clear the Block Recurring Deductions box to allow all recurring deductions. Use the Check 

Calculator Deductions screen to allow or block individual deductions. 
5. Select Gross to Net to calculate a check based on the employee’s gross pay. Check the 

applicable box if the employee is to receive the base Salary amount or Default Hours amount. 
If the employee is to receive hours other than default hours, paid with a different rate of pay, or 
a dollar amount other than the regular salary, click Earnings. 

6. Check the Allow Negative Net box to prevent the Check Calculator from dropping deductions 
and taxes until net pay reaches zero or greater. Check the Adjustment - No Tax amount calc 
box to prevent the Check Calculator from calculating tax amounts when adjusting taxable 
wages. 

7. Select Net to Gross to calculate a check based on a specific net pay amount. Enter the 
applicable Net Pay amount and select the Default Earnings Code for the gross pay. 

8. Select Fringe Benefit "Gross-Up" to calculate a taxable fringe benefit when no other wages 
are being paid to the employee and the company will be paying the employee's portion of FICA. 
Enter the taxable Fringe Amount, select the Fringe Earnings Code, and select the Tax Offset 
Earnings Code. 

 

Important Notes 
 The default Standard Taxation option calculates the check based on the employee’s Federal 

and State Filing Status and Exemptions. 
 Use Supplemental Tax Rate uses the IRS bonus taxation guidelines. 
 Block All Income Tax Withholding blocks all established Federal and State taxes. Wages will be 

reported as taxable but no withholding will take place. This will not adjust the Social Security or 
Medicare taxes in any way. 
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EARNINGS 

Configure the earning codes. When the Block Recurring Earnings box is checked in the Check 
Calculator Setup screen, all recurring earnings will have a check in the Block column. 

The Line Items section will display recurring earnings established in the Earnings screen. Fields and 
Line Items in this screen may be enabled based on the setup. 

 Check or clear the Block box adjacent to the Earning Code to individually block or unblock a 
recurring earning. 

 To enter additional earnings for this check, select the applicable earning from the Earning Code 
drop down. 

 Enter the applicable Hours or Amount. 
 Select the applicable Calc Code from the drop down. 
 Select the applicable Rate Code from the drop down. 
 Enter the applicable Rate. 
 Click the Delete link in the Action column to delete the Deduction. 

 

 Click the Edit link in the Detail column to access the Earning Detail screen to enter additional 
information for an earning not available through the main Earnings screen. Users may be able 
to tie the earnings to a Shift, Job, and/or Workers Comp Code as well as enter a Begin Date 
and End Date. Users may also able to allocate wages between Cost Centers. 
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DEDUCTIONS 

Configure the deduction codes. When the Block Recurring Deductions box is checked in the Check 
Calculator Setup screen, all recurring deductions will have a check in the Block column. 

The Line Items section will display recurring deductions established in the Deductions screen. Fields 
and Line Items in this screen may be enabled based on the setup. 

 Enter the Deduction Multiplier. The amounts listed in the Line Items section will be multiplied 
by the factor listed in this field. 

 Check or clear the Block box adjacent to the Deduction Code to individually block or unblock a 
recurring deduction. 

 To enter additional deductions for this check, select the applicable deduction from the 
Deduction Code drop down. 

 Enter the applicable Rate/Amount. 
 Select the applicable Calc Code from the drop down. 
 Click the Delete link in the Action column to delete the Deduction. 

 

 

TAXES 

Adjust the tax withholding taken on the check. Fields and Line Items in this screen may be enabled 
based on the setup. 

 Select the Taxation and Tax Frequency from the respective drop downs to adjust the amounts 
withheld from this check. 

 Check or clear the Block box adjacent to the Tax Code to individually block or unblock the tax 
code. 

 To enter additional tax codes, select the applicable Tax Code from the drop down. 
 If applicable, change the employee's Filing Status and Exemptions for this check only. 
 Use the Amount Type drop down and the Amount and/or Percentage fields to designate a 

different amount and/or percentage to withhold for this check. 
 Use the Reciprocity drop down and the Primary check box to designate how the state 

withholding should occur for this check. 
 Click the Delete link in the Action column to delete the Tax Code. 
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PREVIEW/SUMMARY 

View the Gross, Net, Earnings, Deductions, and Taxes of the check. 

 Click the Print Test Earnings Statement button at the bottom of the screen to generate a 
printable report that displays the possible changes to the paycheck. 

 

 Close this screen to return to the main screen. 
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TALENT 
 

MY PERFORMANCE REVIEW 
 

MY PERFORMANCE REVIEW 

Access performance reviews, goals, and feedback. 

 Click View to complete the review or modify the details. 
 Click View All Goals to add or edit goals. 
 Click View All Feedback to view or provide feedback. 
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HOW TO COMPLETE A PERFORMANCE REVIEW AS AN EMPLOYEE 

 
1. To begin, select View from My Performance Review. 

 

2. Then navigate to the different portions of the review.  
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REVIEW ITEMS 

 
1. To navigate to a specific screen, click the desired tab. 
2. Select a rating from the drop down. 
3. Enter justification for the rating in the Comments from Employee field. 
4. Save the updated information.   
5. Complete each review items screen. 
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GOALS 

If selected by the Administrator during the Review Form Setup, the Job Goals tab imports existing, 
open goals and allows the employee to add to the goals list during the review process. Employees can 
select from: 
  

 Input Comments for Existing Goals 

1. Select a rating from the drop down for each goal. 
2. Enter justification for the rating given in the Comments from Employee field. 
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 Add a New Goal or Edit an Existing Goal 

1. Enter the Goal name (100 character limit). 
2. Enter the Description (8000 character limit). 
3. Select or enter the Start Date. 
4. Select or enter the applicable End Date. 
5. Select the Status. 
6. Select the goal Category from the drop-down. 
7. Enter additional information in the Employee Notes field. 
8. Save the updated information. 

 

  



 

114 

REVIEW SUMMARY 

 
1. Verify the ratings. 
2. Click Complete to complete the self appraisal and submit the review. 

 

3. Review Submitted will appear once the review is submitted. 
4. After the reviewer section is complete, the review may be returned to the employee to sign. 
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SIGN THE REVIEW 

 

1. Select View from My Performance Review to sign the review. 

 

2. Click Employee or Reviewer to view corresponding appraisal details. 
3. Enter applicable information in the Your Comments field. 
4. Click Sign Review to sign the performance review. 

 

5. A confirmation message will display once complete.   
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GOALS 

Add or edit goals. 

 Select View All Goals from My Performance Review to display the details. 

 

 Click Add New Goal to add a goal. 
 Click the Goal link to display or modify the details. 
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1. Enter the Goal (100 character limit). 
2. Enter the Description (8000 character limit). 
3. Select or enter the Start Date. 
4. Select or enter the applicable End Date. 
5. Select the Status. 
6. Select the goal Category. 
7. Enter additional information in the Notes field. 
8. Save the updated information. 
9. Click Delete to delete the goal. 
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FEEDBACK 

Provide feedback for an employee. 

 Provide feedback using My Performance Review. 

 

 Click View All Feedback to display all feedback. 

o Click the View link to view the submitted feedback. 
o Click the Provide Feedback link to provide feedback for the employee. 
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1. Enter the Feedback Title (250 character limit). 
2. Enter the Feedback. 
3. Click Save Draft to save feedback without submitting.   
4. Click Submit to submit the feedback. Once feedback has been submitted, it cannot be 

changed. 
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NOTIFICATIONS 
 

MESSAGE CENTER 

View or delete messages. 

 Click the Received link to view the message details. 
 Check the box adjacent to the message and click Delete to delete the message. 

 

 Click the link to view additional details.   
 Click Print to print the message. 
 Click Keep As Unread to keep the message marked as an unread message. 
 Click Return to return to the previous screen. 
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EVENT NOTIFICATION 

When an Administrator launches an Event, the selected employee will receive a notification about the 
Event for completion. 

 Click the Please access the event here link to display the Event. 

 

1. Fill out the required information within the Event. 
2. Click Submit. 
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GLOSSARY 

B 

Bi-Weekly: Pay frequency whereby employees are paid alternating weeks on the same day of the 
week. There are 26 pay periods per year. Ten months of the year there are two pay periods per 
month, with the remaining two months containing three pay periods. 

C 

Check Date: Each check generated has a date printed on it. It is that date which validates the check for 
cashing and thereby makes our client liable for the taxes. 

D 

Deduction: An amount that is or may be subtracted from an employee's paycheck. They can be taken 
pre-tax or after tax depending on the type of deduction. The employee must agree to have 
deductions withheld from their paycheck. 

E 

Employee: Person who performs services for another person or entity in return for compensation. The 
relationship must be legal as defined under common law. 

Employer: Someone who hires and pays wages, thereby providing a livelihood to individuals who 
perform work. The employment relationship authorizes the employer to decide what to pay 
workers and what benefits to provide. 

Exemptions: Personal exemptions reduce the employee's taxable income on the employee's Form 
1040 (US Individual Income Tax Return). Withholding allowances free approximately the same 
amount of wages from income tax withholding and therefore approximate the employee's tax 
liability at the end of the year. Exemptions and allowances may be used synonymously. 
Exemptions are determined by the Federal W-4 Form that you must file with your employer 
annually. 

F 

Federal Income Tax (FIT): A withholding tax levied against employees. The amount of withholding 
varies with the amount of earnings, frequency of pay, number of claimed exemptions, and 
marital status. 

Filing Status: Filing statuses are single, married filing jointly, married filing separately, head of 
household, or exempt. Employees must indicate their status. The employer must withhold 
according to the correct employee table. 

Form W-2: Employers must file a Form W-2 to report the total amount of wages paid and taxes 
withheld for each employee in a calendar year. 

Form W-4: The W-4 tells the employer how many withholding allowances the employee is claiming 
along with the employee's marital status; it also tells the employer if the employee claims 
exemption from withholding. 

G 
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Gross Income: The compensation for services, including fees, commissions, fringe benefits, and 
similar items. 

M 

Minimum Wage: The lowest allowable hourly wage permitted by the government or a union contract 
for an employee performing a particular job. 

O 

Overtime: Time worked in excess of an agreed upon time for normal working hours by an employee in 
Illinois. Hourly or non-exempt employees must be compensated at the rate of one and one-half 
their normal hourly rate for overtime work beyond 40 hours in one workweek. 

P 

Pay Frequency: Refers to the regularity of pay for use by the system in determining the amount of 
payroll taxes to be withheld. Weekly, bi-weekly, semi-monthly, monthly, quarterly, semi-
annually, and annually are possible pay frequencies. 

Pay Period: The time duration within which the amount a worker has earned is determined so that the 
worker can be paid properly. (Period Begin through-Period End.) 

Payroll Taxes: Taxes that are the responsibility of the employer. 

S 

Salary: A fixed compensation paid to an employee for services. 

Semi-Monthly: Pay frequency having two pay periods a month and 24 pay periods per year. 

State Income Tax Withholding (SITW): Income tax for the state withheld from employees. 

T 

Tips: An employee who receives cash tips of $20 or more in a month must report them to his employer 
by the 10th day of the following month. Employers are subject to FICA taxes on the reported tip 
income. 

W 

Workweek: A fixed and regularly recurring period of 168 hours - 7 consecutive 24 hour periods, as 
defined by the FLSA. 

 


