
Paylocity User Guide 

 

Please Read through document and follow the steps 
when entering time 
 

Paylocity Mobile Timesheets – Modernization and Construction 

 

1. Mechanics and Apprentice enter their time individually at the end of EVERY 

WORKDAY together before leaving the job. Time, Zone, Mileage, Expenses 

2. Submit a time off request directly in Paylocity App. Can select PTO in 

request. 

3. Reimbursed Expenses entered in Expense area and required a receipt for 

approval. 

4. Review pay, time off, tax information and update any information directly 

in app. 

5. Can also manage your profile from a desktop if you wish. 

6. Paylocity is replacing doforms for All timesheets, expenses, time off request 

for Construction and Modernization.  

 

 

Getting Started- Quick Guide 

1. Open Paylocity mobile app (need to download if accessing on personal 

phone, Stanley phones already have app downloaded). 

2. Enter Stanley company ID in Passcode 301926. 

3. Your email is stanley email for mechanics and personal email provided to 

the office for apprentices. 

**PLEASE NOTE – Until you get a notice from the office on the last week of 

October please put all reimbursed expenses in doforms expense receipt. 
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Registering for Paylocity Web or Mobile and set 
up 
 

 If using a Stanley issued phone the app will already be on your phone. 

Search for the app and open it. 

 If using a personal phone, Download the Paylocity Mobile App from 

the Apple App Store or Google Play: 

  

 To register via Mobile, follow the prompts in the APP. 

o Your Company ID is 301926 
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4. Once signed in edit the home screen. Click the pencil on the top bar. 

  

 

5. Move the icons around to match the following. 
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Timesheets Entry in Paylocity Mobile- Daily 
Process 

 Click on ‘Timesheets’ to input your hours 

  

 To add a new timesheet entry, click on the ‘+’ 
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 Select: Pay Type (Regular is your standard pay rate) 
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 Select: Cost Center It is critical to fill in each field per below for every 

entry (including zone) 

 

 

DEPARTMENT- MUST FILL OUT- Pick the State you are 

working. 

DIVISION- Pick the type of job you are on Construction or 

Modernization. 

JOB- Select the job you are working and confirm job # 
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 Select: Start and End Date (Date for the entry) 

 Select: Duration (Hours for the Entry) 

 Once you’ve confirmed all information looks accurate, click ‘Submit’ 

 

 

 

 REPEAT STEPS FOR ENTERING DAYS ZONE EXPENSE (note that the 

zone expense says duration and you should always enter 1 in 

duration for zone. It will calculate that zone rate x 1 automatically. 
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Submit a Reimbursement Expense in Mobile App 
 

 Access Expense in the Mobile App (Please note** Enter reimburse 

expenses on Doforms until notified) 

  

 Submit an Expense in Mobile App – Follow the Steps below- please 

note a clear picture of the receipt is required for reimbursement. Any 

expenses without a clear picture of receipt will not be reimbursed 

until a clear picture is received.  
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General Overview 
 

 Paylocity Mobile App Overview 

  

 Access Pay Information in Paylocity Mobile 
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 View Personal Information in Paylocity Mobile 

 

 Request Time Off in Paylocity Mobile
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 Access Paylocity Education and Knowledge Base (PEAK) in Paylocity 

Mobile 

 

Paylocity Self Service Portal General Overview 
 

 Access Paylocity Self Service Portal 
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 Add Direct Deposit 
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FAQs/Paylocity HELP 
 Login to your Self Service portal on Mobile App or Web Browser 

 Navigate to green ‘Help’ in top right corner 

 

 Choose ‘Knowledge Base’  

 Type your question or topic in the search bar – press search for 

articles, step-by-step guides and training videos 
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