
 

 

 
Dear Employee, 

 
We are pleased to inform you of our on-line payroll access for employees. Below are details on how to 
register and log into your pay checks through the payroll system Paylocity. In addition to viewing your 
weekly paystubs, you also have access to update personal information. 

 
To access your paystubs on-line, follow the steps below. 

 When you first visit this link, click Register User in the bottom right hand corner of the page 

to begin your setup. 

 After completing each step, click Next on the bottom of the page. 

 When entering Employee Information, the Company ID you will enter is N9392. 
 Be sure to enter your Home Zip Code on the Employee Information. 
 Passwords are case sensitive. 

 
https://access.paylocity.com/Register 

  
There is also a free mobile app you can download in order to view your payroll information on-the-go.  

 

If you need assistance with setting up your username and password, the attachment has directions 
that will help you navigate through each step.  

 
Additionally, you can use the attachment to assist you with understanding your paycheck.  

 

If you have any questions or are have any difficulty creating your account, please contact your recruiter or 
Operations at 636-928-0330. Any password reset’s can be completed by our Operations Department. 

 
Jessica Schuler Stephanie Tufts  
jschuler@804technology.com stufts@804technology.com 

 
Kate Faherty 
kfaherty@804technology.com 

 
636-928-0330 (phone) 
636-928-0348 (fax) 

https://access.paylocity.com/Register
mailto:jschuler@804technology.com
mailto:stufts@804technology.com
mailto:kfaherty@804technology.com


Web Pay Registration 

❶ Access Web Pay at
https://login.paylocity.com.

❷ Click Register User to create a new
User Name and confidential Password.

❸ In the Register User Screen, type in the
Image Text shown. Click Next.

❹ Enter the Paylocity assigned Company
Id and your Last Name.

❺ Enter your nine digit Social Security
number (SSN); enter your SSN a
second time in the Confirm SSN field.

❻ Enter your Home Zip Code and click
Next.

❼ Enter the Image Text.

❽ Enter the Username and Password
you would like to use when accessing
this account, taking into account
specific requirements as noted.

❾ Enter your Password a second time in
the Confirm Password field and click
Next.

  Smart Tip 
Selected Username and Password 
must meet the rules noted in order to 
be valid. 
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Web Pay Registration 

❿ Select login challenge questions from
the Question 1, Question 2, and
Question 3 drop downs and enter
answers.

⓫ Click Next.

  Smart Tip 
There is an 80 character limit for Answer 
fields. 

⓬ Select an image from the Select
Security Image drop down.

⓭ Enter a personal Security Phrase
(128 character limit) and click Next.

  Smart Tip 
The image and phrase selected will appear 
on the login screen once the Company Id 
and Username are entered. 

⓮ Verify all registration information is
correct.

⓯ Click Finish to create the new user
account and enter Web Pay.

REMINDERS: 

• Online videos are available to show you
how to register a user.

• Once the user account is created, users
may log in through the main screen by
entering the Company Id, User Name,
and Password selected during
registration.

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

  Smart Tip 
Click the boxes or hyperlinks to access associated Web Pay screens. 

  Smart Tip 
Note that each company will customize the display of information. 
Users may not have access to all the information displayed. 

  Smart Tips 

• Click the heading icon to expand or collapse the section.
• Click Less to hide information in the section.
• Click More to display all information.

  Smart Tip 
Use the Self Service Portal to manage Web Pay information. 
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Self Service Portal 

  Smart Tip 
From the “$ Pay” tab, view recent pay 
history. Click the Net Amount icon to hide 
or display check amounts. 

  Smart Tip 
In “News”, view the latest company-specific 
news items and the most recently awarded 
Impressions. 

  Smart Tip 
Within the “Welcome” tab, you can: 
• View your Impressions
• Complete Events assigned to you
• Edit personal information
• Customize your employee profile
• Access Training Documents
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Self Service Portal 

  Smart Tip 
View employment information and your own 
job/work history from the “Employment” tab. 

  Smart Tip 
View year-to-date compensation 
information and manage your benefits from 
the “Benefits” tab. 

  Smart Tip 
The “Time Off” tab allows you to view 
available time off options and submit time 
off requests. 

  Smart Tip 
View and apply for open 
positions from the “Career” tab. 

Paylocity | 3850 N. Wilke Road Arlington Heights, Illinois 60004 
www.paylocity.com December 2016



Self Service Portal – Direct Deposits 
Set up and edit your direct deposit accounts. 

  Smart Tips 
• Select Direct Deposit from the Pay section of the self service portal to access this screen.
• Use this single screen to set up one or more direct deposit accounts.
• Users who do not establish a main account may receive a live check.

  Smart Tips 
• Bank Routing Numbers are typically nine digit numbers. The system

will not allow saving of an incorrect Routing Number.
• Note that bank deposit slips may display the bank’s internal routing

and transmit numbers which to not accept direct deposits.

  Smart Tip 
From the drop down, select Add New Direct Deposit Account to 
add a new account, or select the Account Type to edit the account 
information. 

  Smart Tip 
Select Checking, Savings, or 
Pay Card as the Account 
Type. 

  Smart Tip 
Enter the Routing Number and Account 
Number without spaces, dashes, or 
symbols. Make sure to verify the Name 
on the Account. 
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Self Service Portal – Direct Deposits 
Manage Direct Deposit Accounts 

  Smart Tip 
To edit or delete an existing account, 
select the account from the drop down. 

  Smart Tip 
To add an additional account, check the 
Additional Deposit Account box ; select the 
Amount Type and enter the Amount. 

  Smart Tips 
• If the Amount Type is Flat, enter the dollar

amount to be deposited in the Amount field.
• If the Amount Type is Percent, enter the

percentage as a whole number.
• If the Amount Type is Net Minus, enter the dollar

amount to be paid on a live check with the balance
directly deposited into the main account.

  Smart Tip 
To change the order in which money is 
deposited into additional deposit accounts, 
select the radio button adjacent to the 
applicable account and click the blue up or down 
arrow to move the account. 
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Self Service Portal – Pay 
From the $ Pay tab, click the View Checks button to access the Checks screen. 

 

  Smart Tip 
Click Download Paystub to download a PDF of 
the selected check(s). 

  Smart Tip 
Select multiple checks to view the cumulative 
pay information for all checks selected. 

  Smart Tip 
Utilize the available date filters by 
clicking the filter icon ( ). 

  Smart Tip 
Download Paylocity’s mobile app to access your pay 
information and tax forms on any mobile device! 
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Self Service Portal – Pay 
From the Checks screen, you can click on Tax Forms to see your available tax forms. 

  Smart Tip 
Click Download W-2 to download a PDF of the 
selected W-2 form. 

Paylocity | 3850 N. Wilke Road Arlington Heights, Illinois 60004 
www.paylocity.com December 2016


	Web_Pay_New_Hire_Packet.pdf
	Welcome
	Registration
	Login
	Self Service Portal
	Directory
	Profile
	Impressions
	Direct Deposits
	Time off
	Pay





