Stanley paylocity User Guide

Please Read through document and follow the steps
when entering time

Paylocity Mobile Timesheets — Modernization and Construction

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

WORKDAY together before leaving the job. Time, Zone, Mileage, Expenses
Submit a time off request directly in Paylocity App. Can select PTO in
request.

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

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

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

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).

Enter Stanley company ID in Passcode 301926.

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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Elevator Company, Inc.

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:

Download the Paylocity N :
Mobile App ' @ F"u‘_r'l.-'l:lt)-'M-:\I:uf-

It's easy to get the app. Just download it
from your favorite app store with the
links below or scan the QR code with
your mobile device.

A Available on the

& App Store

P

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.
2

Welcome, RYAN!

(o oo

3:14:32 pm, eo1

@ Clocked Out g NH/—

View punch activity
Caught up on announcements
No celebrations this week

Your recent recognition

@ John recognized you with
‘«:’} Problem Solver

Great job on figuring out our current issue.

View all recognition

Give Recognition

f

Home

5. Move the icons around to match the following.
N

Edit Quick Actions X

Add up to 10 quick actions to the top of your home
screen to quickly access your most-used features.

My quick actions

© Timesheet

© Expense

© Time Off Balance
© Pay History

Q@ Tax

@ Employee Record
©@ Community
Available quick actions
@ Punch

@ Emergency Contacts

© Ssurveys

-~
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Timesheets Entry in Paylocity Mobile- Daily

Process
Click on ‘Timesheets’ to input your hours

@

Welcome, THOMAS!

0D =
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Select: Pay Type (Regular is your standard pay rate)

X  FriSep13

Pay Type

Cost Center

Start Date Sep 13,2024
End Date Sep 13,2024
Duration

Include Weekends

Add Note

Work

Regular

Zone 1

Zone 2

Zone 3

Zone 4

Zone 5

Zone ME

Mileage

Travel

Travel OT

Mechanic In Charge

Mechanic In Charge OT (2)
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Select: Cost Center It is critical to fill in each field per below for every
entry (including zone)

x Fri Sep 13

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 Jobs

Q, seaich

10000-MA - MAIN STREET, 108

10001-ME - PEPPERELL MILL BLDG 11
10002-NH - PINKERTON ACADEMY LOW BL
10003-NH - MASCOMA BANK

10004-MA - AMHERST COLLEGE MERRILL
10005-MA - ONE WALL STREET CAR STA
10006-MA - BC ASHBY CAMPUS CENTER P
10007-MA - BC ASHBY CAMPUS CENTER P
10008-MA - ACTION INC

10009-MA - MAIN STREET, 176

10010-NH - HAIGH FARR ADD & RENO

Fri Sep 13
Pay Type Work
Cost Center NH/10003-NH
Start Date Sep 13,2024
End Date Sep 13,2024
Duration
Include Weekends

Add Note
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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’

X  FriSep13

Pay Type Waork

Cost Center MNH/10003-NH

Include Weekends

Add Note

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)

1. Navigate to Menu in the Global Navigation Bar.

2. Select Expense.

=] B El Vi

Schedule Timasheat Expense Banafits

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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To create Expenses:

1. Log in to the Paylocity Mobile Application.
2. Access Expense.
3. Navigate to the Expenses section,
4, Tap * in the bottom-right corner.
5. Enter a Title.
6. Select Add Expense.
* Select Add Existing Expense if having already created an expense with a receiptimage.
» Select Create New Expense to create a new expense with a new receipt image.
7. Tap the $0.00 figure.
8. Enter the amount of the expense and tap Save.
9, Tap the wa icon in the top-left corner to add a receipt.
* |f more than one receipt is necessary, then tap the picture of the receipt added and tap Add Another.
* The number indicator next to the receipt image displays the number of attached receipts for the expense.
10. Tap Title to give the expense a unique name, then tap Save.
11. Tap Transaction Date and select the date of the expense from the calendar.
12, Tap Category to choose an avallable category. Complete the custom fields, if applicable.
* [f Mileage is the category, then tap Calculate Mileage and then tap Route Map to enter the route stops.
* Tap Calculate Mileage. The route for the expense displays on the map, and the number of miles along with dollar amount appears above
the map.
» The calculated dollar amount automatically populates the expense's amount field after tapping Save.
13, Tap Payment Method to choose the payment method.
14, Tap Add Note to input any additional detail, then tap Done.
15, Override Cost Centers, if applicable and necessary;
* |f Cost Centers can be overridden per the expense policy and need changing, then enable the Cost Center Override toggle.
* |f jobs are active for the assigned expense policy, then Cost Center / Job Override appears.
» Cost Centers that users cannot edit appear gray. This depends on the configuration of the assigned expense policy.
* Tap any applicable and editable Cost Centers to make selections as necessary.
16. Tap Save to save the expense to the Expenses page.
17. Tap OK once the Expense Saved window appears to direct to the Expenses page.
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General Overview

Paylocity Mobile App Overview

Let's take a brief tour of what you can
find in the app.

®

%)

To move between products, tap
the hamburger button to open the
menu.

Tap your name to view and edit
your profile, personal info, and
ermnergency contacts.

Tap App Settings to set your
language preference, or toggle
your Biometric Login, and Stay
Logged In setfings.

Tap More to access Paylocity
Education and Knowledge (PEAK),
our helpful knowledge base.

Emnily Albct

P roicome corsoramon 2

5| Time Off
Expense

Benefis

1 Soending accounts

Directary
Journsls
Imrgressions
Ruruays
HE Actiany

| Leammg
Comrpany Links

App Settings

Access Pay Information in Paylocity Mobile

;@ Open the Paylocity app and

tap Pay to view your most
recent pay stub.

Tap on the interactive chart

GjD to view earnings, deductions,

benefits, or tax amounts.

Tap History to view your

—f previous pay stubs.

W-2s or other year-end

E Tap Tax Forms to review your

forms.

Tap the envelop to securely

E email pay stub infermation

electronically.

Description

Emplayer Paid
Denta

Rate $0.00
Employer Paid
Hmao

Rate §0.00
Regular

tate §$51.00

Totals

Account

$2,040.00

£2,040.00

Amount
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View Personal Information in Paylocity Mobile

It's simple to request time off with the Paylocity mobile app or your Self Service
Portal!

In the Pc:ylnc.ity mobile app tap Your r?quesf is instantly sent to your
= Time Off to view your balances.  supervisor for approval. Check out our
quick tutorial on time off requests for
() Tap Request, fill in the details, both mobile and your Self Service
{H then tap Confirm and Submit. Portal in the below video.

Learn More

Click the irnage or scan the
QR code for our tutorials on
how easy it is to request
time off with the mobile app
or your Self Service Portal!

Time Off Requests

Request Time Off in Paylocity Mobile

It's simple to request time off with the Paylocity mobile app or your Self Service
Portall

In the Paylocity mobile app tap Your request is instantly sent to your

Time Off to view your balances. supervisor for approval. Check out our
quick tutorial on time off requests for
m Tap Request, fill in the details, both mobile and your Self Service
& then tap Confirm and Submit. Portal in the below video.

Learn More

Click the image or scan the
QR code for our tutorials on
how easy it is to request
time off with the mobile app
or your Self Service Portal!

Time Off Requests




Stanley paylocity User Guide

Access Paylocity Education and Knowledge Base (PEAK) in Paylocity
Mobile

Browse self-help resources that provide dynamic, deep, accurate, up-to-date
information in an easy-tfo-access format. Search or browse to find step-by-step
instructions and answers to critical questions.

| ™\ Paylecity Education
From the mobile menu, tap W |_and Knawledge

.. More at the bottom to

=Q
- view more options.

L]
& fircies Ambrdin =

Welcome to PEAK (Paylocity
m Tap Knowledge Base to Education and Knawledge...
g"] access resources. [

Explore topics of interest to
% find instructions or

information you need.

‘What's Trending

30 Awallabrle Balarce in On Demand £
06%-C I [eserpoions

T05G-MISE Dow Descriphans
1095 B Descriptions

0 Mealth Swvings Ao

Paylocity Self Service Portal General Overview

Access Paylocity Self Service Portal
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Get easy access to your info anytime! With your Self Service Portal, you have secure
24/7 access in one convenient place. From your desktop, navigate to

i pay and use the same credentials used for the Paylocity
mobile app. Info is grouped in cards that make it easy to find.

In the Pay card, click Go View recent pay sfubs and
0 Paperless to get your pay details in the Pay card.
stubs and W-2s sooner!

Check your balances and

Manage your dependents ?9 request time off from the

6&3 from the Benefits card. Click
Meore, then Dependents.

Time Off card.

Work on tasks to complete

V/I such as assigned surveys

or courses.

Access your company's
= policy documents like your
—f employee handbook and
other important resources.

Add Direct Deposit

Avoid lines at the bank and never worry about a lost or delayed paycheck. I’s quick
and easy to sign up for direct deposit! You can even direct money to multiple
accounts.

@ To get started, locate the Pay file in your , click More.,
V then click Direct Deposit Accounts.

Learn More

Click on the image
to the left or scan
the QR code below
to see how easy it is
to add or edit your
direct deposit info!

SSP: Adding or Editing 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

Elevator Company, Inc.

& Orgchart Faople

Knowledge Base

See What's New

Give Product Feedback
Get Support

System Status

About/Copyright

Choose ‘Knowledge Base’
Type your question or topic in the search bar — press search for

articles, step-by-step guides and training videos

vl lobiz A 1hbe honi dnezgou oL 269LCy [ELW PELE
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