
Paylocity Employee  
Frequently Asked Questions 



Registering and Logging In 

How do I get the Paylocity app for my phone? 

The app is available for download on both iOS and Android devices. To download 
the applicable version of the App please do the following: 

1. Check your phone operating system and follow the correct step according to your
phone:
• Google Andriod version is available for download and install on all Android OS 7 or

higher devices. 
• Apple iOS version is available for download and install on Apple iOS 11 or higher

devices (iPhone, iPad, and iPod Touch).
• Requirements are subject to change.

2. Register a new user account on the Paylocity Mobile App.
3. Log In to access the app.

In order to register for self-service, it asks for my work email. If don’t have a CASS 

work email what do I use? 

If you don’t have a CASS email your work email is your personal email CASS has on 
file for you. If you don’t remember your personal email on file, please contact CASS 
Human Resources. 

I’m trying to register my account but I'm receiving error messages. 

If you are having trouble registering, it could be one of the following issues: 
1. The Agency ID, last name, Social Security Number, and/or ZIP code you

entered do not match what is in the system.
2. The agency administrator (even if you're not employed there anymore) needs

to enable access for you. Please contact HR or Payroll for administrator
support.

I've registered for Paylocity, but I forgot my password. How do I reset it? 

Desktop: Click "Help" at the top right of your login screen. Choose "Forgot Password," 
and follow the prompts. Once logged in to the Self-Service portal, click "Preferences" 
under "User Access" to change your username or password. 

Mobile: You can reset your password from the mobile app, Utilize the Login Help 
page with Agency ID, Username and Password. Populate fields and complete the 
verification. Continue with the rest of the workflow to capture applicable credentials. 
Also, If you forgot your Agency ID on your mobile you can go to the Login Help page 
and follow prompts for Forgot Agency ID and on Desktop you can click on Help at the 
top right and click on Forgot Agency ID and follow the prompts. 

https://play.google.com/store/apps/details?id=com.paylocity.paylocitymobile
https://itunes.apple.com/us/app/paylocity-mobile/id652438572?mt=8
https://paylocity.egain.cloud/system/templates/selfservice/pctycss/help/customer/locale/en-US/portal/308600000001010/content/PCTY-51622/Register-a-New-User-Account-with-the-Mobile-Application
https://paylocity.egain.cloud/system/templates/selfservice/pctycss/help/customer/locale/en-US/portal/308600000001010/content/PCTY-63416/Log-into-Paylocity-Mobile-Application


I’m trying to register for self-service but why haven’t I received my one-time 

passcode? 

If you haven't received your one-time passcode, start by checking your Spam folder. 
If you don't find it there, resend the code and choose the option to have it texted to 
you. If that still does not work, get in touch with your agency administrator to verify 
the phone number or email address is entered correctly in your employee profile. 

I’m getting a message to contact my Paylocity agency administrator. Who is this? 

Both the HR department and Payroll are agency administrators that have the ability 
to view employee records and assist you with any questions.  

HR – email:  hr@agsupport.org  or telephone:  (916) 445-1286 
Payroll -  email: payroll@agsupport.org  or telephone -  (916) 445-1286 

When will the Paylocity self-service portal be active so I can access and familiarize 

myself with it?   

The self-service portal is active now. Please register now if you have not done so 
already, as the self-service portal is where you will be able to review your personal 
information and make any updates if it is incorrect. The self-service portal is also how 
employees will clock in and out for work each day, check annual leave balances, 
submit requests for time off and more. Please refer to your self-registration email sent 
by HR with instructions on how to register and gain access or contact HR for 
additional information. 

mailto:hr@agsupport.org
https://www.google.com/search?gs_ssp=eJwFwUEKwyAQAEB6LfQPXnroKStUjT4hv9jqagVBWTXx-Zl5vra0SRmXuYL-X_Bwb1g7WAyAqDxqS7txsKI0SlpNP2XgG2M4Pr7WRowjnyQwcfazjMlYRJ-tVR6iE5_ZU78BrScgYA&q=cooperative+agricultural+support+services&rlz=1C1GCEU_enUS924US924&oq=Cooperative+a&aqs=chrome.2.69i57j0j46i175i199j0l5.5189j1j15&sourceid=chrome&ie=UTF-8
mailto:payroll@agsupport.org
https://www.google.com/search?gs_ssp=eJwFwUEKwyAQAEB6LfQPXnroKStUjT4hv9jqagVBWTXx-Zl5vra0SRmXuYL-X_Bwb1g7WAyAqDxqS7txsKI0SlpNP2XgG2M4Pr7WRowjnyQwcfazjMlYRJ-tVR6iE5_ZU78BrScgYA&q=cooperative+agricultural+support+services&rlz=1C1GCEU_enUS924US924&oq=Cooperative+a&aqs=chrome.2.69i57j0j46i175i199j0l5.5189j1j15&sourceid=chrome&ie=UTF-8


Updating or Accessing Personal Information 

How do I change my address, email, phone number or emergency contact? 

You can change this information within your Paylocity self-service portal. Once you 
log in, under the “Hi (lists your name)” heading tile click on “view employee profile”. 
To change your address, email, phone, or emergency contact click on “contact” at 
the top of the profile screen and make the changes and click save. To edit your home 
address, click on the pencil icon to bring up the screen to change your address and 
click save. 

I changed banks and need to change my direct deposit account that my paycheck 

gets deposited into, how do I do that? 

You can conveniently change this information within your Paylocity self-service portal. 
Once you log in, under the “Pay” heading tile click on more in the bottom right of the 
tile to bring up more options. Click on “Direct Deposit Accounts”. Pick the account 
from the drop-down menu you want to edit. To delete the bank account press, delete 
and save. To edit if with the same bank, click on edit and update to the correct 
information and then hit save. To add a new bank account, scroll to Bank Account 
and add your bank account information in the three required fields. 

What if I haven’t received my paycheck or direct deposit. What do I do? 

If you have not received your physical paycheck or direct deposit receipt, contact the 
HR department (even if you are not employed at the agency anymore) and verify your 
delivery address and/or direct deposit account information. 

I want to change my federal or state tax withholding, how do I do this? 

You can view and change your tax withholding by logging into the self-service portal 
and under the “Pay” heading tile click on more in the bottom right of the tile to bring 
up more options. Click on “tax forms” to make the requested change. 

How do I access my W-2s and other tax forms? 

Desktop: After you log in to Paylocity, choose "Employee Payroll File" under 
"Employees" in the top menu bar. Select the "Pay" tab, click "Tax Forms," choose the 
year. You will have the option to password protect the document or waive the 
protection, and then you can view the PDF file. 

Mobile: Tap the menu at the top left and choose "Pay." Tap "Tax Forms" at the bottom 
right of your screen and choose the year(s) you want. Tap the envelope icon at the 
top right to send this info to an email address. You will be prompted to create a 
password for the PDF by default. If you are unable to access your employee account, 
contact your current or former employer’s HR department for additional support. 



Entering Time and General Payroll Information 

How do I clock in and out on the mobile app? 

Log into the Paylocity Mobile App and select “punch” from the main menu. Then 
select the appropriate Punch Type from the dropdown menu. If you want to add a 
note to your punch, select “Add Note” to add a message to the Punch Type. Notes 
will display a preview of the message within the row title. Select Back to return to the 
Punch screen then select “Submit” to record the punch. When punching from the self-
service portal, employee dashboard, mobile app, or kiosk, the time listed may not 
match a user's device.  To prevent manual manipulation of recorded hours, Time & 
Labor does not draw the time from a user's phone or computer, but rather from 
the Network Time Protocol server.  The time displayed is the national time based off 
the employee's listed time zone. 

How do I clock in and out on a desktop or laptop? 

Log in to your self-service portal and navigate to Time Entry tile on home page. To 
Log In click on the Orange Clock In bar. To Log Out click on the orange clock out bar. 
When punching from the self-service portal, employee dashboard, mobile app, or 
kiosk, the time listed may not match a user's device.  To prevent manual 
manipulation of recorded hours, Time & Labor does not draw the time from a user's 
phone or computer, but rather from the Network Time Protocol server.  The 
time displayed is the national time based off the employee's listed time zone. 

What if I clock in a few minutes later than the time I’m supposed to start my shift, 
will the system still record my hours? 

There is a 5-minute grace period when clocking in. If you clock in later than 5 minutes 
from the start of your designated shift, your clock in will label it a late punch. You will 
be able to put notes on your “in” punch if you were late for any reason, but the punch 
will still show late. The system will still record your time and calculate your hours 
based upon your clock in and clock out punches. 

Will I have to clock in and out for lunch? 

No. The Paylocity system will automatically deduct 30 minutes for lunch each day. If 
you work less than 6 hours and don’t take a meal break or if you take a meal break 
for longer than 30 minutes, contact your supervisor to edit your timesheet. You must 
state the reason in the notes section for the edit. Every employee working 6 hours or 
more in a day must take a meal break of at least 30 minutes. 

https://paylocity.egain.cloud/system/templates/selfservice/pctycss/help/customer/locale/en-US/portal/308600000001010/content/PCTY-64004/Punch-Action-Buttons-in-Time-Labor


Will I get a stipend for using my phone to clock in and out? 

No. Access to time and labor and cell phone usage for clocking in and out will be 
minimal.  

Will my paystubs still be mailed out? 

If you receive your pay via direct deposit your paystubs will be paperless, and you 
will be able to access your paystubs at any time through the Paylocity self-service 
portal. Once you log in under “Pay” on the main login page you will see the most 
recent paystubs issued to you. Click on the date portion of the paystub to view the 
details and print. To hide net pay information for added security click on the arrow 
next to “net amount” to hide this information moving forward while on the self-service 
log in page.  

Does Paylocity have GPS tracking for clocking in and out? 

Yes, it does. This feature will help CASS in billing for our clients and to help us track 
efficiencies. 

I’m trying to submit my time off request but it’s giving me an error and not letting 
me send it. What’s wrong? 

First, the system has limits in place that require time off requests to be submitted 
more than 24 hours in advance. If you are putting in a request with less than 24 hours’ 
notice, you will receive an error message and will not be able to complete the request. 
If this happens, please talk to your supervisor. Either your supervisor or CASS 
Payroll/HR will need to enter the request. 

If your request is made with more than 24 hours’ notice and you are still receiving an 
error message, check to make sure you have enough time accrued to accommodate 
the request. The system will not allow you to submit a time off request that causes 
you to go into a negative balance. If this happens contact CASS HR. 




