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[QUICK START GUIDE]

This document offers easy steps for accessing and using the Paylocity Mobile application for Apple
and Android devices.
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The Paylocity Mobile experience is redefining the world of
Payroll and HR by providing our nationwide clients and their
employees with a convenient method of staying connected,
anytime, anywhere. This brings the flexibility of our safe,
innovative software solution, to the palm of your hand.

Get Access. Get Tasks Done. Get Personalized. Get Social.

Get Access. —

To turn your mobile device into a Payroll and HR information
powerhouse, start by downloading the free app from the
Apple ITunes App Store, Google Play, the Apple IPad Store,
Windows Mobile App Store or the Amazon App Store for
Android.

#_ Available on the ANDROID APP ON
& Appstore P> Google play

(D o
Paylocity Mobile provides convenient Self Service access to paylocity,
your individual Payroll and Human Resource information, &
24/7. Users may have the ability to view or email paycheck -

and Form W-2 information, view time off balances, manage
time off requests, search the company directory, view
company news and more - all from a single, easy to use
application.

Log in to the app using your Web Pay Company ID, User
Name and Password credentials.

If you do not have Web Pay login credentials, click Register
Account from your mobile device or visit:

https://login.paylocity.com/escher/escher webui/views/logi

n/login.aspx

For additional assistance, please contact your Company
Administrator.
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VN Terms of Use
paylocity, & _—

. - ! CY POLICY MODEL
Similar to the full site, users may be prompted to answer S/ PRIVACY PO)
challenge questions. Take a moment to review Paylocity . APPLICATIONS
Mobile’s terms and conditions, then click | Accept. : (App';;mwcw

was created by Paylocity. The

Application is an Employee Self Service
On what row up? application providing capabilities such
as viewing of checks, submitting time off
requests along with checking time off
balances, and browsing through
company directory. Web Time Clients
may also choose to allow their
employees to Punch In/Out through the
application.

Elm

Submit Cancel
What information does the
Application obtain and how is it
used?

User Provided Information

| Decling

Upon successful login, the main menu will display providing

convenient access to common tasks* and helpful e e
p Marla Singer
information.
=] What's New
*The Time Off menu option will display a red badge : :l'::';
indicating the number of new and unread requests for 5] Punch
employees with approval capability. These users can then 3 Sehedi
imeshee!
click the badge to view, approve or deny time off requests, as ey
necessa ry. "7 Impressions
" Company Links
i) Help & Feedback
?) About
Log Off
a )

Please Note:

This application may be available for companies that subscribe
to the following services:

Web Pay Self Service and Web Time

Security Role Rights and specific access to the Paylocity Mobile
application may vary from company to company.

o
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Get Tasks Done.

The Paylocity Mobile application provides quick and easy
access to a variety of Web Pay and Web Time features.

Benefits Enroliment
Ends Soon

Some of these activities may include: e
v’ Viewing your current check information and check
history
o Flexible sharing via email available
o Push notifications when checks are viewable
Requesting time off and managing requests
Conveniently punching in and out of Web Time
Recording time via Employee Timesheets
Accessing prior year Form W-2s for viewing and
emailing purposes
Keeping track of your Employee Schedule
Easily updating your contact information
Quickly connecting with other company contacts
Personalizing your experience by uploading a picture
Recognizing colleagues using Impressions
Staying up to date with company news and resources
Approving Time Off Requests and Timesheets

Electronict

Lhu
The GreenT “Fews - 5k Fun Run
&P sponsoring ¢ 13/
10 recycle ol 32
mo...
11/13/2014
Please join the cor
Run next month.
5k Fun Ru| company. Eery e a
Please join t SYPAnY teaun shit aud water botte forthe sua.
team for the
next month.
be...

11/13/2014

- Picnic
l‘-ﬁk The compan

at Brookfield

ANANENEN

ASANENENENENEN

Click the Sidebar Menu button to view full task menu
options.

Conveniently access and share paycheck information.
You will also notice flexible options to view current, historical $632.08 et
and Year to Date information. Famings

REGULAR $910.00
Hours

Rate

Total Earnings $910.00

Total Hours 40.00

Deductions Emai
Dental Insurance Cancel
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Users may have the ability to view time off balances as well e s

Time Off

as submit and manage time off requests L

Paylocity will conveniently send push notifications, via VASATION 25291 Hours

SICK 40.00 Hours

Paylocity Mobile, to notify users when time off requests are F—
approved or denied.

Used as of Today

VACATION 24.00 Hours
SICK 16.00 Hours
PERSONAL 0.00 Hours

Avallable as of Today

Web Time users may have access to punch capability. Punch
options will be predictive based on the employee’s payroll
policy setup and overall company setup.

w09 17 =

Default Labor Levels will populate; however, Punch with
Transfer will be an option. Clock Out v

From Punch History, users may have the ability to view
punch location on a map.

Submit

Employees who enter their time via Web Time, may have the
ability to view, add, save, edit and delete Timesheets.

Users can easily choose between Day, Week and Month

views by making a selection from the buttons at the top of Cost Coror
the screen.

2hrs

Pay Type
Work

Cost Center
300/401/200

Please Note:
After a Punch has been sent, Users will be able to
view/review Punch History.

Tirme Off

Vacalion
Start Date Nov 27, 2015
Fnct Date Nov 27, 2015
Hours Par Day 8|-| oo
Start Time 08:00 AM

End Time

Inglude Weekends (N

Auailablo as of Today 208.31 Hours
Submit Reset

Select Labor Levels

Enter Time

Add Comments
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Get Personalized.

Customize your mobile experience and gain instant access to
your most common payroll tasks, company communications,
reminders and more, when you need it the most.

Easily edit your Company profile directly from the app by
clicking Edit.

The Directory conveniently connects you to co-workers with
easy-to-use search functionality.

Similar to the Self Service Portal, Paylocity Mobile organizes
Company Links in an accessible location. Helping you stay up
to date with important company information.

Helpful Hint

You can change your profile picture by clicking the image and

taking a picture or selecting a photo from your gallery.

verizon ITE 114 PM

Profile

Emily Alba

The Garrer Group
\ LTE 17PM

Directory
Q Marie Adams
0 A ;

ealba@thegarnergroup.com h Emi[y Alba

ardress
3850 N Wiks Fid g Sheppard Allerdyce
ARLINGTON HEIGHTS, IL

60004

UNITED STATES

{;\ Robert April
v
m Julian Atwood

g. Connor Augustine

Bene“s
@ Bente Login
[ Benefits Overview (PDF)
L) HSA Enroliment Form

B career

@ ‘Ir\.h‘ar.nal’ gpponunltles

B News

= Employee Handbook
B oo

+ Roquir: ment
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Get Social.

Recognize other employees for a job well done or provide
thanks conveniently from your mobile device using Web
Pay’s Social Collaboration feature, Impressions.

Selecting Impressions from the main menu will display all
approved, public Impressions that have been received.

Click an Impression to view specific details, such as:
e |Impression Badge Type
e Recognition Details (Date, Summary, Recognized by)
e Recipient Information

You can also navigate to the recipient’s and the recognizer’s
employee profile by clicking their name from the details
screen.

To recognize another employee, click Add.

Once the employee you wish to recognize has been selected,
click the Impression badge that best describes the situation.
Then choose to share the Impression with everyone or for
the employee’s view only, add additional details and click
Submit.

For any further operating assistance, access the main menu
and click Help & Feedback | Help.

Impressions

Marie Adams

Mane Adams
.

Mane Adams

) Arnold Baez
£6vou eal

e Verizon LTE 1:47 PM

= Impressions

& New Impression

Jean Grey-Summers

New Impression

Q. Jean Grey-Summers

|
00 T,
e Share With Everyone n

Q @ ; Great Job
You did a great job!
O0C

. Feadbeck
7/ Peylasity Webste

S Aate this App
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