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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.

(//) payIOCity Help

We need to verify your identity

We need to match you to the information you shared with your
employer.

Combanv ID (required)
{ 122201

SSN (required)
XXX-XX-XXXX

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

Date of Birth (required)
Month v Day v Year ~

™

X I'm not a robot b
reCAPTCHA
Privacy - Terms

l Return to Login I

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:

v’ Verify your address is up-to-date

v" Provide an emergency contact

v Verify your direct deposit information
v’ Confirm your tax status

(} paylocity
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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:

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

24HR Homecare [12220

— HR & Payroll I

» Select from the menu, Self-Service Portal:

O3 paylocity

Learning

E Surveys

FY Self Service Portal

& HR & Payroll

#% Performance

@ Time & Lahor

9 Enterprise Benefits

2. Your Self-Service Portal will appear as below with access to the variety of areas to collect
documents, update your information, & review benefits.

“ Seil-Service

Pareal

[i; TR COTm

T Ly —

& Pay 7 Benefits

[+

Datw :""" st ameunt B Dir Dep ( ‘
233028 0
; Y
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> Navigate to “More...” under the Pay section to being updating your information.

§ Pay ~
Date Eheck MNet Amount o ELrp
07/08/2022 | 11541 hidden L4
06/24/2022 | 11221 hidden +

Go Paperiess

L85

Direct Deposit Accounts

Tax Forms
View/Edit Tax Setup
Check Calculator

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.

Direct Deposit Accounts

For privacy, there is sensitive data for this
employee that is hidden by default.

3. Select Send Code. You will be prompted to enter the 5-digit security code on your screen.
Authenticate X
Please authenticate before continuing. If you have previously been authenticated then

you are past the 2 hour limit for authentication. Read the FAQ

® Home Mohile xxx-xx- : O Voice ® Text
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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.

Direct Deposit Accounts

@ | hereby authorize my employer to deposit or adjust any amounts owed to me by initiating entries to my account at the financial

institution(s) updated here within.

Main Account - Your net check will go here

Add or Edit Account

Add Mew Direct Deposit Account || Learn maore A

Bank Account O Additional Deposit Account
@
Account Type Routing Number Amount Type
Checking hd
Account Number Bank Name Amount

-----

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

drop down.
b. Toadd a new account, click on “Add New Direct Deposit Account”

Save ‘ Save and Close

‘ Delete

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

(S) 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
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Tax Forms (W2)

< Pay 4, Download W-2
W2 Online Preview 2021
W-2 2021 To securely access a full copy, download your W2 above. - More Information about your W2
1095-C 2021

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~

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.”

Password Protect

The information you have requested is confidential.
To ensure that this information is secured please provide a password that will be required to view this information.

Password: -

O Do not password protect this information:
my computer is secure and free from spyware or other potential unauthorized access.

Note: to view password-protected information you must have Adobe Acrobat Reader 5.0 or later.
Click here to download the latest version of Acrobat Reader.

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.

Paylocity Access | Frontline Guide

Personal Work

Rates Taxes Earnings

Tax

- FITW - Federal Income Tax

State and Local Taxes

[ Tax Code

# CA - California SITW

Payroll Setup

Deductions

Federal Income Tax (FITW)

Pay Time Off Custom

Direct Deposit

Filing Status

Single $0.00

Filing Status

1

Labor Allocation

Dependents

Exemptions 1

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

Federal Tax Details

Launch Guided Taur

Tax Code FITW - Federal Income Tax

Use the fields on this page to tell your employer
how much to withhold from your pay for Federal
Income Taxes.

With "2019 ar Prior" selected at the top of the page,
the fields listed match up with the 2019 and prior
Form W-4. With "2020 or later” selected, the fields
listed will match up with the current Form W-4.

MNotes

Onece you switch to the current Form W-4, you will
nat he ahle troen hack $0the 2018 and orine form
Supplemental
Cheek Use Supplemental Tax Rate - Code

Reciprocity Code  N/A w

(=]

Save & Return || Cancel |

'W-4 Tax Form

® Filing Status

® Multiple Jobs or Spouse Works (Line 2c) @
* Dependents (Line 3) ]

® Other Income (Line 4a) (@

® Deductions (Line 4b) (1)

* Extra Withholding
(Line 4¢) ()

Amount

Percentage

Blank Federal W-4 Form

Single ~

O

$
0

% | 0.00
$ | 0.00

Default Amount v | Learn More
$(0

% 0

4. Once complete, click Save

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

(} paylocity
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View/Download Paystubs

§ Pay ~
Check Met Amount Dir
Date 2 Dep
O7/08/20228 1154 hidden L4
D6/24/2022 | 11221 hidden L4
o Paperless
More...

1. Select an available check date under “S 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

Show

Admin View v

[ selectan | [ Showner | [ Firer | Download Paystub [#] Check Calculator
YTD 2022

summary for 06/16/2022 - 06/30/2022

July 08, 2022
V121272 - Regular Regular Hours 4718 Reg Fay $707.70
[24 Hour Home Care] 24HR OT Hours 0.00 OT Pay $0.00
Homecare - 122201
Cther Hours Other Pay $0.00
June 10, 2022 $240.00 Total Hours 3636 Gross Pay $707.70
o W113306 - Regular
[24 Hour Home Care] 24HR Taxes $123.42 MNet Pay $584.28
Homecare - 122201 Deductions $0.00 Direct Deposit $584.28
May 24, 2022 $289.50 Eenefits $0.00 MNet Check $0.00

W109797 - Regular

m : .
[24 Hour Home Care] 24HR Direct Deposits
Homecare - 122201
Bank Account  Type Amount YTD
April 22, 2022 £452 25 .
| V102979 - Regular Checking £584.28 $4,224 .08
[24 Hour Home Care] 24HR Totals £584.28 $4,224.08
Homecare - 122201
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Demographic Updates (Address, Phone Number, Email)
1. Navigate to the Self-Service Portal.
2. Within your Self-Service Portal, click on “View Employee Profile

»

Horme Directory IFnpressions Teams Community

@ ‘We're committed to bring our solutions to you, wherever you are. Stay connected by downloading owr mobile app today.

f= News ~ | §Pay
Date Check
{ar Hi, ~ 11232020 ©
Tasks To Complete el
l Wiesw Employes Profile | L=
3. To update your name, ethnicity, sex & marital status, click on Details.
ER e Tk Updates to your legal

Number will require legal

= Return to Portal
Fiest Name (required) documentation.
ouddcod Documentation can be
Last Name (requered) Preferred Fast Name Sent to

Paylocity@24hrcares.com

Migdle Name Prios Last Name
Personal
Ethmcity Marstal Status
- select - -
sex Desatudty

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.

= Return 1o Portal

Phone & Emdail

Emergency Contacts

4

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

3 Return to Portal

Phone & Email

Hormg Phag Wark Phone
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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.

$ Pay A

Check Met Amount Dir
Date # DE‘F
07/08/2022 11541 hidden v
06e/24/2022 11221 hidden v

Go Paperless

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

- to download the Paylocity Mobile app through the Apple Store
- to download the Paylocity Mobile app through Google Play

2 Download on the
. App Store

\ GETITON
’\ Google Play

If you have any trouble registering, please contact the Paylocity Team at
paylocity@24hrcares.com. We are here to help!
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