Troubleshooting Employ
Self-Service (ESS)

A helpful guide for when employees
come to you with questions regarding
the Paylocity Employee Self Service Portal
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01 - Is the Employee Having Access and/or Registration Trouble?

This includes key items to keep in mind that can prevent an employee from registering/accessing the Employee Self Service Portal:

e Only employees who are ACTIVE in Paylocity can register
e Email notifications are sent to their personal and/or work email address
e Non-Employees do not have access to the portal

e Employees must have the following information populated in the
system

o Date of Birth
o Social Security Number

To verify the employee’s last name and SSN are entered in correctly and matches what the employee is attempting to use to register, follow the steps
below.

First you need to find the employee in question
Employee Search | enter in the employee ID or name | click on their name

= HR & Payroll Employees HR  Payroll  User Access  Reports &

Employee Search

O,
DX iy
Employee g:LroIIFile IMpMsgions Teams

(@ were committedtob Employee HR File Wherever you are. Stay connecte

New Hire Template

= HR & Payroll Employees HR  Payroll  User Access  Reports & Analytics  Document Library ~ Approvals  Tax & Finance  Configu

~ Advanced | | Active ¥ m Reset
Active Filters: < Status: Active ‘ Save search as... ‘ Save ‘
L
HH Display SSN Export Employees | Add New Employee
Last Name &, Preferred / First Name Emp Id Status Supervisor [Id]

[ | 22778 A ]
L [ | 26868 A I



Then to view an employee’s address and last name

Personal | Contact — if you need to update their address click Edit Contact

< I 2551

I =

Employed since 7/14/2022

Emplghent & Pay

Contact Profile Access Additional Fields

Edit Contact ‘—_

Full Legal Name (First Middle Last)

Preferred First Name

Home Address

Sacramento, CA 95832
USA

Emergency Contacts

VoD 1099 Employees FRI= o el

A& Personal

Salutation

Home Phone

& Work Auth

Q Benefits @ Career
coviD
Suffix

Personal Mobile

- Close

& Private Data

Prior Last Name

Personal Email

yahoo.com

Hide

Add Emergency Contact
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Finally, to verify the employees SSN and Date of Birth

Personal | Sensitive — make sure to set Private Data to Show | if you need to update their SSN or Date of Birth click Edit Sensitive

< I (ocq0s) v 1099 Employees [T

Employed since 7/14/2022

Employment & Pay & Personal 8 Time Off Q Benefits @& Career

Contact Profile Access Additional Fields & Work Auth & Sensitive CoviD

—

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

Private Data

< _ [26868] ~ > 1099 Employees [ERiIETEE G} eoe Close

Employed since 7/14/2022 Hide

Employment &4 Pay & Personal B8 Time Off Q Benefits & Career

Contact Profile Access Additional Fields & work Auth & Sensitive COVID

@ Sensitive Data Message
Your data is, and remains, confidential and secure. Your answers will be maintained confidentially, and answering any of the below will not negatwely impact you in any way.
If there are certain questions you don't want to answer, there is a "Prefer not to say" option, andyou are free to update your data at any point.

Diversity at Paylocity
Paylocity is committed to diversity, e

ity, and inclusion. Not only is it a part of our company's culture, but we also enable our clients to foster these values through the

eatures we provide. Find out more here.

Edit Sensitive Edit New Hire Medical Ava
Demographics Gender
SSN / FEIN Gender (Legal) (i)
* Female

Birth Date What are your pronouns?

I ®
Marital Status
Married

Ethnicity/Race (Legal) (i)

What is your Ethnic/Racial Identity?

Vibaram Nicabilie.
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02 - Rehire or Reactivated Employee Assistance Troubleshooting

If an employee comes to you saying they cannot register themselves on the new ESS portal, first you will want to check their user information at the
company level as the company administrator.

To do this you will need to log into your company as the administrator
User Access |User Accounts

= HR & Payroll Employees HR  Payroll  UserAccess Reports &Analytics  Documentlibrary  Approvals Tax&Finance  Configuration

@ . User Accounts
Home People Impr Preferen(es@ Community

iy Self-Service
L2 ety

(© We're committed to bring our solutions to you, where Security Roles ed by twgnloading our mobile app today.

Security Groups
- IP Restriction
$50 Configuration

A Manage Registration ) N $ Pay N @ Time Eﬂtry ~

=

Security Options

oy . Q Benefits n
' !
View Employee Record Checks are temporarily unavailable. We're
working quickly to restore everything to ‘

normal. Thanks for your patience.
More.

Please note: If you have more than one client ID with Paylocity, you will need to go to the individual company ID to view their user account.
On the Company Search screen, make sure the Company Status is set to ACTIVE in order to view your IDs | click the Co ID you need to access

03 - Accessing User Access |User Accounts

— company Set Employees HR Payroll User Access Reports &

Company Search

Company Search

Company Group — All — ~

|Companystatus Active ~ | : ’ ’
companyid — HR & Payraoll Employees HR  Payroll  User Access |
Company Name

| set_| [ cueue repore | User Accounts
Coid - Co Name

Security Roles
] |



Another way to select the Company ID from the Company Search screen
Click on the Company Set app switcher

— Company Set Employees HR Payrol User Access Reports &

Company Search

Company Search

Company Group - Al - ~
Company status Active ~

company 1d

Company Name

e [

Coid s Co Name

C
]
Once the drop down opens, select the company you want to view.

Select a company

—,

~

Select HR & Payroll and you'll be taken to the company code that you’ve selected.

Select a company

I

P HR& payrel \
%7y Data Insights

Learning

< paylocity
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Once you land in the company database, click on the User Access dropdown and select User Accounts.

— HR & Payroll Employees  HR  Payroll  User Access |

User Accounts

Securty Roles

Once the User Accounts screen opens, you'll be able to search for the employee by their Employee ID, Last Name or First Name. Be sure to have the Status

set to STATUS.

Jser Accounts

‘ Q Username, Emp1d, First, or Last Name

|Account Type Btatus Locked Status

AccountType v | Status v || LockedStatus | v || SelectaSaved Filter v ERVEEICAVES

Active Filters: - Account Status: Status

& Fitter Options

‘ Change Account Status ‘ ‘ Change Security Group ‘ ‘ Unlock Users ‘

Once you have located the employee, if their Account Status is marked Disabled, you will need update and enable their access.

Account Status

Disabled

Locked Status Password

Feset
Reset

Reset
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Check the box to the left of their Employee ID Number and click on the Change Account Status button.

Change Account Status Change Security Group ‘ ‘ Unlock Users ‘

O Empld User Accoun Username Security Group ~~ Account Status

0 zm I employee Enabled
|E| 22555 _ Employee Disabled

Select Enabled and Apply Changes

Change Account Status

You will immediately change the Account Status of 1 account(s) to:

@® Enabled

O Disabled

Once the employees account is enabled, status click on their Emp ID. You’ll navigate into the setup of the employee’s user account.

User Accounts

Account Type Status Locked Status

O, test X Account Type v Status v Locked Status A v Y Filter Users

Active Filters: Account Status: Status X & Filter Options

Change Account Status

‘ Change Security Group ‘ ‘ Unlock Users |

O Empld User Accounts Username Security Group Account Status Locked Status Password

o oe [N -

Enabled Reset
| we1 Pcty Test User1 PUser1 Web Benefits Test EE Enabled Reset
N
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While there, review the Account Deactivation Date Field. This should be blank for active employees. If a date is in place, delete the date and click Save &
Return

Employee User Account Details

Account Status Enabled® Locked Out(C)

Account Deactivation Date P

® Security Group Web Benefits Test EE hd
Partner Billing O

Exclude from |

Company Directory?
User Type Regular User

Employment Information

Employee Id WB1
Last Mame User1l
First Name Pcty Test

Preferred Name

Work Phone Ext.

Home Phone

Home Zip Code 14586

Employment Status WET

Entity 101 CAS - Cassadaga |CC
Project CAS05 - Cassadaga |CC
Department CD501 - Self Sufficiency
Title

MNotifications - Email Preferences

I Mewver Email Message Center Only
Work Email

Personal Email

E| Sawe & Return ” Cancel ‘
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04 — Employee Access to Time and Labor
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If you are using Time & Labor and this employee will use Time & Labor, you will need to ensure their user access is set to allow

access to Time & Labor.

Search for the employee | click on their employee ID | Time & Labor Access select the drop down and change to Allow | Save & Return

User Accounts
Account Type
Q. test Account Type
Active Filters: Account Status: Status
Change Account Status | | Change Security Group | | Unlock Users |
O Empid User Accounts -~ Username
GEECTEN I
O WE1 Pcty Test User1 PUser1

Employee User Account Details

Status

v Status

Security Group

Employee

Web Benefits Test EE

Locked Status

Locked Status v

W Y Filter Users

& Filter Options

Account Status Locked Status Password
Enabled Reset
Enabled Reset

—

Username and Password

Account Status Enabled®@ Locked Out(]
Account Deactivation Date
@ Security Group Web Benefits Test EE
Partner Billing (]

Exclude from 0
Company Directory? -

User Type Regular User

Employment Information

#_Edit Employes Information

Employee Id WB1
Last Name Userl
First Name Pcty Test

Preferred Name

Work Phone Ext.

Home Phone

Home Zip Code 14586

Employment Status WET

Fntity I
project I
Department I
Title

@ Username PUser1

Force User Password a
Change? -
Change Password? o

Password

Confirm Password

Multi-Factor Authentication

Enable Multi-Factor
Authentication

Login Challenge Questions

Challenge Lockout Minutes
Remaining None

Challenge Questions ¥ Reset Challenge Questions and Answers

Time & Labor Access /

Time & Labor Only Access O /

Time & Labor Access Don't Allow ~

Default Home Page

Default Home Page Self Service Portal v
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05 - Has the Employee Forgotten their Password?
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Another situation that may be hindering their registration process is that they have already registered themselves but forgot. If that is the case, when you
search for them on the Company-User Accounts page, they will come up with a Username already filled in. You will be able to give them the Username they

have created, however you will not be able to see what their password is.

O Empld User Accounts ~~ Username Security Group

O  wBs Pcty Test Max Salary User8 PUser Web Benefits Test EE
0 WE7 Pcty Test User7 PUser7 Web Benefits Test EE
O  WB6 Pcty Test Age Reductions 75 Userg PUser6 Web Benefits Test EE

If they do not remember their password, when the employee is on the login page
Help | Forgot Password | fill in the information listed

(} paylocity Help

Welcome

Company ID

Username

Password

o .
{&> Show

] Remember My Username

Login

| Single Sign-On Login |

Forgot Password
Register New User
Privacy Policy

GETITON
b= Google Play

Account Status

Enabled

Enabled

Enabled

Back to Table of Contents
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Forgot your password

Login Help

To access your account, please enter your information.

Company ID

Need Help?

Username

Need Help?

Phone or Email

What do you need help with?

‘ * Text Voice

| Forgot Company ID

| Forgot Username ‘ I'm not a robot c
reCAPTCHA
Privacy - Terms.

Forgot Password
§

Return to Login ‘

Supported Browsers How to Login ‘

Back to Table of Contents
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Another option would be for you to send an email with a link to the employee that will allow them to reset their password.

Search for the employee | click Reset on the employee you would like to reset their password | click Reset Password

User Accounts

Account Type Status Locked Status
0, fest A AcountType v Status Vv | LockedStatus | v SelectaSaved filler v | IATREIEAVEEES
Active Filters:  Account Status: Status & Filter Options

‘ Change Account Status ‘ ‘ Change Security Group ‘ ‘ Unlock Users ‘

O Empld User Accounts /~ Username Security Group Account Status Locked Status Password
0 26712 - - Employee Reset
0 w1 Pty Test User! PUsert Web Benefits Test EE Enabled Reset
O we Pty Test User2 Plser2 Web Benefits Test EE Reset
0 w3 Pty Test User3 Plser3 Web Benefits Test EE Enabled Reset
Password Reset X

This will immediately clear the user's current password. An email will be sent to the user that contains a link to reset their Paylocity
password. The email link is valid for 30 minutes. This cannot be undone.

Reset Password

Back to Table of Contents
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06 - Want to Give Your Employee a Temporary Password?

If so, search for the employee and click on their Employee ID number | Upper right corner click the box to Force User Password Change and Change
Password | Enter a temporary password to give to them so they can log in.

Once they have logged in, the system will then force them to change their password to something else.

User Accounts
Account Type Status Lacked Status
O, test W AcountType v Status v LockedStats v AN Y/ Filter Users
Active Filters:  Account Status: Status X @ Filter Options

‘ Change Account Status ‘ ‘ Change Security Group ‘ ‘ Unlock Users ‘

0 Empld User Accounts Username Security Group Account Status Locked Status Password
oz [ | -
0| wet Pty Test Userl PUsert Weh Benefits Test EE Enabled Reset
L]
Employee User Account Details Username and Password
Account Status Enabled Locked Out[] @ Username PUser]
A : Force User Password
Account Deactivation Date Change?
Change Password? +
@ Security Group Web Benefits Test EE v ¢
Password
Partner Billing 0O
Exclude from O Confirm Password
Company Directory?

User Type Regular User Passwords expire after 24 hours.

Don't re-use passwords across users.
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07 - Is the Employee Locked Out?

1. If an employee locked themselves out after 5 unsuccessful log-in attempts, the system automatically unlocks after 5 minutes, and the employee can
log in again.

2. If you would like to bypass the 5-minute waiting period, you are able to manually remove the locked status.
Select the Locked Status dropdown and filter to the Locked status | check the box on the employee(s) you would like to unlock | click Unlock Users
|Unlock

User Accounts

Account Type Status Locked Status

Q uUsername, Emp Id, First, or Last Name Account Type ~ | Enabled Y Locked Status % v Y Filter Users

Locked Status

Active Filters: Account Status: Enabled Locked & Filter Options
Unlocked
Change Account Status | | Change Security Group | | Unlock Users
(] Emp Id User Accounts -~ Username Security Group Account Status Locked Status Password

O 22778 _ _ Employee Enabled Reset

=]
(=11
(2]
&
G

Employee Enabled Reset

User Accounts

Account Type Status Locked Status
Q. username, Emp Id, First, or Last Name Account Type ~/  Enabled v Locked N A4
Active Filters: Account Status: Enabled X Locked Status: Locked X @ Filter Options
‘ Changeﬁoum Status ‘ | Change Security Group ‘ | Unlock Users |
O Emp Id User Accounts Username Security Group Account Status Locked Status Password

0 am - _ Employee Enabled Unlock Reset

‘ Add Non-Employee | ‘ Update Access Rights ‘ n 1-10f 1 items

Unlock accounts X

You will immediately unlock 1 account(s).
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08 - Does the Employee Need to Update Any of Their Registration Information?

1. If an employee registers but then comes to you wanting to change their User ID, Password and/or their challenge questions because they did them
wrong or is having trouble remembering the answers, you can also accomplish this on the User Accounts pages.

2. First you will need to log into the company as an administrator and go to User Access |User Accounts |search out the employee |click on their Emp
ID |upper left corner verify the Account Status is checked Enabled. If not, check this box. The Account Deactivation Date should be blank. If not,
delete the date listed |right side of the page update the Username to what they would like to use |check the boxes Force User Password Change?
And Change Password |Create a new temporary password — must contain at least 1 uppercase and 1 lower case letter and at least 1 number |If they
also need their challenge questions reset, click Reset Challenge Questions and Answers

— HR & Payrol| Employees HR  Payroll  User Access |

User Accounts

SecurTty Roles

User Accounts
JAccount Type Status Locked Status
Q Username, Emp d, First, or Last Name AccountType v | Status v | lockedStatus v v
;\ccive Filters: Account Status: Status X & Fitter Options
‘ Change Account Status ‘ ‘ Change Security Group ‘ ‘ Unlock Users ‘
User Accounts
Account Type Status Locked Status
O test A | AccountType v Status v lockedStatus v v
Active Filters:  Account Status: Status X & Filter Options
Change Account Status ‘ Change Security Group ‘ ‘ Unlock Users ‘
O Empld User Accounts A~ Username Security Group Account Status Locked Status Password

=]

o2 R I Employes Reset

Pcty Test User1 PUser1 Web Benefits Test EE Reset

=
)




Employee Usemaggount Details

Username and Password

Account Status Enabled® Locked Out[]

Account Deactivation Date

9 Security Group Web Benefits Test EE
Partner Billing 0

Exclude from O

Company Directory?

User Type Regular User

Employment Information

[ mm—

J Edit Employee Information

@ Username PUser1
Force User Password O
Change?

Change Password? 0
Password

Confirm Password

Multi-Factor Authentication

(D) Enable Multi-Factor 0

Authentication
Employee Id WB!1
Login Challenge Questions
Last Name User
) Challenge Lockout Minutes
First Name Pcty Test Remaining None
Preferred Name Challenge Questions v Reset Challenge Questions and Answers
Employee User Account Details Username and Password /

Account Status Enabled® Locked out[]

Account Deactivation Date

@ Security Group Web Benefits Test EE
Partner Billing a

Exclude from 0

Company Directory?

User Type Regular User

Employment Information

7 Edit Employee Information

@ Username PUser1 /
Eﬂl::gﬂ;er password O *

Change Passwor demegiie. []

password *

Confirm Password *

Employee Id WB1
Last Name User1
First Name Pcty Test

Preferred Name

Multi-Factor Authentication

@ Enable Multi-Factor o
Authentication

Login Challenge Questions /
Challenge Lockout Minutes N
Remaining one

Challenge Questions ¥ Reset Challenge Questions and Answers
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