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Team 24: 

We are proud to offer you the Paylocity Self-Service Portal to keep your contact, employment, 

payroll, and benefits information accessible to you 24/7.  
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Register Your Paylocity Account 
 

1. Visit https://access.paylocity.com/Register  on a web browser & complete the initial 

registration of your account. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Select your security questions & create username and password. 

3. Sign into account here: https://access.paylocity.com/  

➢ Use Client ID: 122201 

4. Once signed in, we recommend that you complete the following:  

✓ Verify your address is up-to-date 

✓ Provide an emergency contact 

✓ Verify your direct deposit information 

✓ Confirm your tax status 

  

122201 

XXX-XX-XXXX 

XXX-XX-XXXX (PLEASE NOTE THIS MUST BE TYPED NOT COPIED & PASTED) 

X 

https://access.paylocity.com/Register
https://access.paylocity.com/
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Accessing Paylocity’s Self-Service Portal 
1. Visit https://access.paylocity.com/ on a web browser & navigate to the Self-Service Portal: 

➢ On the TOP LEFT corner after logging in, locate the navigation bar & Click on the 3 lines: 

 

➢ Select from the menu, Self-Service Portal:  

 

2. Your Self-Service Portal will appear as below with access to the variety of areas to collect 

documents, update your information, & review benefits.  

 

 

 

 

 

 

 

 

 

https://access.paylocity.com/
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➢ Navigate to “More…” under the Pay section to being updating your information.   
 

 
 

Direct Deposit Accounts 
1. From the Pay Section, click More and select “Direct Deposit Accounts.”  

2. Click Show Private Data. You will be required to verify your identity by sending a code to your 

phone number on file.  

 

3. Select Send Code. You will be prompted to enter the 5-digit security code on your screen.    
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4. Once authenticated, you will be taken to the direct deposit screen where you can view, edit, 

and delete your direct deposit account information.  

 

 

a. To edit or make changes to an existing account, select your account in the options 

drop down.  

b. To add a new account, click on “Add New Direct Deposit Account”  

 

 

5. Direct Deposit Options:  

a. You can add one or multiple direct deposit accounts. 

b. If adding multiple accounts, you can designate a specific percentage (%) or flat dollar 

($) amount to be deposited into the additional account.  

6. Update your information and select Save and Close.  

Note: Payroll will receive a notification of changes made to your account and review updates.  

➢ Video Guide: https://use.vg/qSdPlpr6MuEW 

 

 

 

https://use.vg/qSdPlpr6MuEW
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Tax Forms (W2) 

 

1. From the Pay Section, click More and select “Tax Forms” 

2. On the left column, select the required Tax Year to view or print a copy of the tax form 

3. Click “Download W2”  

o To Password protect: create password and then “view PDF.”   
o To NOT password protect: click box next to “Do not password protect this information: 

my computer is secure and free from spyware or other potential unauthorized access” 
then “view PDF.”   
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View/Edit Tax Withholdings 
1. To update your tax withholdings, navigate to Self-Service portal.  

2. From the Pay Section, click More and select “View/Edit Tax Setup.” This will take you to view and 

update your current Federal and State Tax withholdings.  

 

3. To update your tax withholdings, click on the link withing each section. 

 

4. Once complete, click Save 

Note: Payroll will receive a notification of changes made to your account and review updates.  
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View/Download Paystubs 
 

 

1. Select an available check date under “$ Pay” to navigate to year-to-date checks. 

2. Use the Filter button to view earnings from previous years.  

3. Select Download Paystub to download/print individual check details. 

 

➢ Video Guide: https://app.vidgrid.com/view/KfBr68DQ7mcG/?sr=LD5IAu 

 

 

https://app.vidgrid.com/view/KfBr68DQ7mcG/?sr=LD5IAu


        Paylocity Access | Frontline Guide 

Page | 9  
 

 

Demographic Updates (Address, Phone Number, Email)  
1. Navigate to the Self-Service Portal. 

2. Within your Self-Service Portal, click on “View Employee Profile” 

 

3. To update your name, ethnicity, sex & marital status, click on Details. 

 

4. Click Save when complete.  
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5. To update your Home Address, Email Address, Phone Number, or an emergency contact click on 

Contact. 

 

6. Click Save when complete. Return to the Self-Service Portal by clicking the return arrow.  
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Go Paperless 

1. Navigate to the Self Service Portal. 

2. Locate the $ Pay heading. 

➢ Select Go Paperless to opt-in to the paperless option for direct deposit vouchers, W2s, 

1099s, and 1095Cs. 
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Download the Mobile Apps 

 

Access employment and pay information “on the go” by downloading the Paylocity app. 

- Click here to download the Paylocity Mobile app through the Apple Store 

- Click here to download the Paylocity Mobile app through Google Play 

 

 

 

 

If you have any trouble registering, please contact the Paylocity Team at 

paylocity@24hrcares.com. We are here to help! 

https://apps.apple.com/us/app/paylocity-mobile/id652438572
https://play.google.com/store/apps/details?id=com.paylocity.paylocitymobile
mailto:paylocity@24hrcares.com
https://apps.apple.com/us/app/paylocity-mobile/id652438572
https://play.google.com/store/apps/details?id=com.paylocity.paylocitymobile

