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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 
password: created by you 

If you need help with obtaining your username 
and/or password, please contact Stacey Baker – 
sbaker@edsisolutions.com or Larisa Rabina – 
lrabina@edsisolutions.com  

 
   

https://login.paylocity.com/
mailto:sbaker@edsisolutions.com
mailto:lrabina@edsisolutions.com
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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: 

• Work 
• Flex 
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5.  DURATION – enter the number of hours 
you worked for that day 

Note:  For the Flex day, enter in 0 (zero) 
hours. 

 

   

6. LABOR LEVEL – refers to the project 
code. It is very important that you choose 
the correct project code. Use the 
magnifying glass  to select the project 
code 

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 (lmondon@edsisolutions.com) or 
Larisa (lrabina@edsisolutions.com)  

Once you choose the correct project, 
select Update 

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

To add rows, select Add Row from the 
menu bar above the timesheet 

To delete a row, select the row and   
choose at the end of the row 
 

 

 

 

 
 

 

mailto:lmondon@edsisolutions.com
mailto:lrabina@edsisolutions.com
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7.  APPROVE – Once you complete your 

timesheet, you must approve it. There 
are two ways to approve your timesheet.  

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

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

 

Once you approve your time, select Save 

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

• Remove check mark from 
Approve checkbox 

• Select Save 

• Make your changes to the 
timesheet 

• Select Save 

• Checkmark Approve  

• Select Save 

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

• Jury Duty 
• FMLA 
• Bereavement 
• Personal Leave 
• Customer Service Day 
• Floating Holiday 
• Military Leave 
• Short-Term Disability 
• Long Term Leave 
• Worker’s Compensation 
• Medical Leave 
• 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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6.  Notes (optional) – you can enter a note to leave for 
your Supervisor/Manager 

 

7. Select Submit Request 
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8. Status - Provides an overview of all your Time off 
Requests 
 

 

9.  Balances 
• 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 
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