‘” Paylocity Employee Self Service
eutd S Changing Direct Deposit Information
» Sign into Paylocity app

1. Scroll to bottom of menu to < ...more >
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2. Click on Paylocity.com

@ Knowledge Base
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This takes you to the Paylocity website via your mobile device. If using a computer,
simply type Paylocity.com into browser and page/images are the same as follows.



» Click < login >
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» This will be Paylocity employee home screen
1. Tap < Menu >
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2. Select < Employees > from drop down menu
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3. Select < Employee Payroll File > from drop down menu
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4. Select < Payroll Setup > tab
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Personal Work Payroll Setup Pay Time Off
Dependents Emergency Contacts sensitive

Name Address



5. Select < Direct Deposit > tab
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For privacy, there is sensitive data for this employee
that is hidden by defauit.

**NOTE — data is hidden & protected
6. Tap < Show Private Data >

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

Show Private Data

You will have to authenticate via Text or Voice call.




Authenticate
Please authenticate before continuing. If you have previously been authenticated then
you are past the 2 hour limit for authentication. Read the FAQ

© Home Mobile xxx-xxx-2745 : O Voice © Text

O Home Phone xxx-xxx-275¢

X

Once you authenticate, you will be on the Direct Deposit tab and be able to edit
your Main Account or add Additional Accounts.

Personal Work Payroll Setup Pay Time Off

Rates Taxes Earnings Deductions Direct Deposit Labor Allocation

Main Account - Your net check will go here

Routing Account Type Bank Name Pre-Note Date

et e —— Checking i iaie 0772812021
Additional Deposit Account(s)

11 Routing Account Type Bank Name Amount Pre-Note Date

Add or Edit Account

Add New Direct Deposit Account v Learn more i

Bank Account

O Additional Depaosit.

Account Type

Checking v

Account Number

Name on Account

Name should match the name on file with your banking institution
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**NOTE**
Verification of Direct Deposit information must be provided to HR for approval of
changes (eg: voided check, statement from bank, screen shot from bank app)



