Paylocity Web Pay Self-Service Portal

Registration Instructions

RSCD’s new payroll system provides retirees with a self-service portal called Web Pay which
allows retirees to make changes to the following items without the need to call RSCD:

- Update your mailing address

- Change your direct deposit

- Change your tax withholdings

- View and print current and previous paystubs
- View and print current and historical 1099’s

To enroll:

1) Access Paylocity’s Web Pay at https://access.paylocity.com/
2) Select Register User
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Welcome

Company 10 & :
| | Need Help?

Username

Password

| remember My Username

Register Here
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https://access.paylocity.com/

3) Enter in the company ID which is either 45126 for General Retiree’s or 45127 for Police
and Fire Retiree’s
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Before we can get you logged in, we just need
some infarmation to properly identify the employee
account to register, This information must match
the employee information in our system exactly.

|
Number Here R

Enter Company

S5N (requined)

Confirm S5 {required]

Home Zip Code [required)
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Before we can get you logged in, we just need
some infarmation to properly identify the employee
account to register, This information must match
the employee information in our system exactly.

Last Name (required)

Enter Last S5 requined)

Name Here

Confirm S5 {required]

Home Zip Code [required)
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5) Enter in your Social Security Number
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Before we can get you logged in, we just need
some Information to properly identify the employee
account to register, This information must match
the employee information in our system exactly.

Campany 1D {required)

Last Mame {required)

S5N (requned)

Confirm SSM (required)

Home Zip Code [required)
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Before we can get you logged in, we just need
some Information to properly identify the employee
account to register, This information must match
the employee information in our system exactly.
Compary 10 {required)

Last Mame {required)
S5N (requned)

Confirm SSM (required)

Home Zip Code [required)
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7) Enter in your zip code
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Before we can get you logged in, we just need
some Information to properly identify the employee
account to register, This information must match
the employee information in our system exactly.
Compary 10 {required)

Last Mame {required)

S5N (requned)
Confirm SSM (required)

Home Zip Code [required)

Enter Zincode
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Before we can get you logged in, we just need
some Information to properly identify the employee
account to register, This information must match
the employee information in our system exactly.
Compary 10 {required)

Last Mame {required)

S5N (requned)

Confirm SSM (required)

Home Zip Code [required)
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9) Click continue
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Before we can get you logged in, we just need
some information to properly identify the employee
account to register. This information must match
the employee information in our system exactly.
Company ID {required)

45716

Last Name (required)

55N (required)

Confirm $5M {required)

Home Zip Code [requared)

Continue here

If your information is entered in incorrectly you will receive the following message and will
need to correct the issue listed
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Before we can get you logged In, we just need
some information to properly identify the employee
account to register. This information must match
the employee information in our systerm exactly.

Company 10 {required]
lesz16

Last Name (required]

58N (required)

Confirm SSN (required)

Home Zip Cotie [requited)

28134
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10) Once your information is verified and authenticated, you will be prompted to create
your user account

pavlocty

Now that we have that sorted out, let's setup your
account.

Username (required)
Enter a unique user name here. ‘ | ‘

Must be between 3 and 20 characters

Password (required)

Enter password here

Passwords are case sensitive. Passwords must be 7 to 20 characters in length, must not be duplicates of any
of the previously four used passwords and must include 2 of the following 3 items:

* 1 or more numbers

e 1 or more uppercase letters and 1 or more lowercase letters

* 1 or more non-alphanumeric characters

Confirm Password (required)
Confirm password here

Click here to continue

‘ Go Back ‘
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11) Once you are successfully registered you will need to answer challenge questions to
prevent others from accessing your system without authorization.

@ Paylocity - Login
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As an added security measure, challenge guestions
are used to verlify your identity during tasks such as
resetting your password. Please select 3 unique
questions and provide the answer for each.
Quastion | (required)

| ~]

Answer 1 [required)
Quession 2 {requered)
Answer 2 [required]

Question 3 (required)

Answer 3 requined)

12) Select continue to confirm your answers
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Before we finish setting up your account, please
take a look at the information below and verify its

accuracy.
Company ID Username
45126 Retered!
Last Name

Coleman

Challenge Questions

Question 1
Angwer ;¢
Question 2
Angwer 2: F
Question 3
Angwer 3: b




Once logged into the Web Pay Self Service Portal you will be directed to the main dashboard
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Click on View Employee Profile to update your contact Click on more: - To add or update your direct deposit

information information - Update your mailing address

Tasks To Complete

: pate Check# ~ NetAmourpy DI
6/01/2018 | 1015249505  $990.52
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Click here to
update your
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