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SECTION 1: LOG INTO PAYLOCITY

1. Paylocity Website https://login.paylocity.com/

2. Company Id: B3285

username: (generally) first initial and last name e paiocy @
password: created by you web pay
~2/

If you need help with obtaining your username

Company Id
and/or password, please contact Stacey Baker —
b3285
sbaker@edsisolutions.com or Larisa Rabina —
Irabina@edsisolutions.com UEsrmame

Password

Remember My Credentials

Forgot Password Register User
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SECTION 2: ACCESSING AND COMPLETING YOUR TIMESHEET

From the Self-Service Portal

1. Select Web Pay and Web Time from the top menu bar

2. Select My Timesheet from the top menu

3. Date Range — you can view your timesheet by pay
period or you can select a date range by selecting the
dates on the calendar

4. DATE - review the date you are entering time for

PAY TYPE — provides a description of the hours
allocated on your timesheet. Select a pay type from
the drop down. Pay types include:

o Work
e Flex
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ata Systems Incorporated [B3285]

Home  Employees HR  Payroll  Talent  Notifica
o Directory Impressions
Compan Enterprise
Pty ngneﬂts
Company v
Self Service Web Time i i
i Serv Application ~

Educational Data Systems Incorporated [B3285]

D Tirma Clack

Applications ~ Home My Timesheet My Pay Adjustments  Employee Time Off Calendar

Employee Timesheet

] L) 2
~/ Apprave All X Unapprove All II\ Save
@ Comment 1~ Add Row O Update Labor Levels

NRATAINTR - NRITINTA

~/ Approve All K Unapprove All [+] save
& Comment + Add Row > Upd
01/02/2017 -01/15/2017
Date Pay Type Duration
Monday  Holiday 8.00
01/02/2017
] Approve
Tuesday - Select - v
01/03/2017
Tl approve | Work
Wadnacdawv Flex




5. DURATION - enter the number of hours
you worked for that day Employee Timesheet

Note: For the Flex day, enter in O (zero)

03/14/2016 BB - C [ erev [

hours.
~/ Approve A X Unapprove Al (3] Save

fi] Comment = Add Row @ Copy 2 Update Labor Levels
03/14/2016 - 03/27/2016
Date Pay Type Duration Laba
03/14/2016
CJ Approve
Tuesday |- select - v 11020:
03/15/2016
1 annrowe
6. LABOR LEVEL — refers to the project Labor Level Selections >
code. It is very important that you choose
the correct project code. Use the company i 110204 [110204] v
magnifying glass to select the project BEmEE FlexTime
code
[3]) Update 1 ncel

Select Project and then the correct
project code. There are two ways to look
up the project code — by name or
number.

Note: If the project codes are not
available in the timesheet, please contact
Leah (Imondon@edsisolutions.com) or

Larisa (Irabina@edsisolutions.com)

Once you choose the correct project,
select Update

Note: If you are working on multiple
projects, you can have multiple rows per Employee Timesheet
day for the different project numbers

To add rows, select Add Row from the

menu bar above the timesheet
% Update Labor Levels

To delete a row, select the row and
choose at the end of the row
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7. APPROVE - Once you complete your lications ~ Home My Timesheet My Pay Adjustments Employee Time Off Calendar
timesheet, you must approve it. There
are two ways to approve your timesheet. Emp|0}/ee Timesheet

a. You can select the checkmark
above Approve for each day

b. Once you have completed the
timesheet, you can select
Approve All T

Date Pay Type Duration Labor Level

. Monday || work v | 0.00 110204/-—/—
Once you approve your time, select Save

Note: If you already approved your time
and you need to make changes, complete
the following steps:

e Remove check mark from
Approve checkbox

e Select Save

e Make your changes to the
timesheet

e Select Save
e Checkmark Approve

Select Save

Note: After completing the timesheets,
check that the total hours on the
timesheet are correct.

Totals for 03/14/2016 - 03/27/2016 Totals by Pay Type
All Regular 0oT1 0oT2 Lunch Break Unpaid Pay Type Hours
4.00 hrs 4.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs 0.00 hrs PTOY 4.00 hrs
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SECTION 3: REQUESTING TIME OFF

From the Self-Service Portal

1. Select Submit Time Off Request from the Time Off

section in the Self-Service Portal

2. Select Type from the Time Off Portal

Time Off Type Options:
e Jury Duty
e FMLA
e Bereavement
e Personal Leave
e Customer Service Day
e Floating Holiday
e Military Leave
e Short-Term Disability
e Long Term Leave
e Worker’'s Compensation
e Maedical Leave
e PTOY

3. Select Single Day or Multiple Days —

Note: For Multiple Days — the number of hours per day

have to be the same
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4. Start Date — the date(s) you are requesting off

5. Hours Per Day — only enter in hours per day

Note: do not enter Start time and End time
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& Time Off

Select Type

e D

Hours Per Day

Notes

& Time Off

Type
@ single Day
Start Date
Start Time

Hours Per Day

00627

Select Type
< Multipte Days

00627

End Time

o)

@



6. Notes (optional) —you can enter a note to leave for
your Supervisor/Manager

7. Select Submit Request
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Time Off

Type | Setect Type
@ single Day (0 Multiple Days
Start Date 0osRn7T | @ B
start Time 8:00 AM @ EnTime: ¢
Hours Per Day o
< Notes >
1
Time Off
Type | Select Type
@ single Day (0 Multiple Days
Start Date 0osRn7T | @ B
start Time 8:00 AM @ EnTime: ¢
Hours Per Day o
Notes



8. Status - Provides an overview of all your Time off
Requests

9. Balances
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Last Balance — balance since the last pay
period

Used Since — time used in the current pay
period

Available — currently available

Future Approved — time requested in the
future

Last Balance — Used Since = Available
Always check the actual balance before
requesting time off. Available balance does
not include Future Approved. Your actual
balance is Available - Future Approved

Time Off

12/19/2016

- |01/15/2017

Balances

Select Type v | SelectStatus v

Date ¥ Type TotalHours Status Delete
12/29/2016 -
PTOY 4 hrs Pending X
12/29/2016
12/19/2016 -
PTOY 24 hrs Approved
12/21/2016
[ .
Time Off
; Future
Type Last Balance Used Since Available
Approved
Customer Service
18 hrs 0hrs 18 hrs 0 hrs
Day
Floating Holiday |0 hrs 0 hrs 0 hrs 0hrs
Bereavement 0 hrs 0 hrs 0 hrs 0 hrs
PTOY 50 hrs 0 hrs 50 hrs 0 hrs
Jury Duty 0 hrs 0 hrs 0 hrs 0 hrs
Personal Leave |0 hrs 0 hrs 0 hrs 0 hrs
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