Self-Hired Staff Paylocity Website Navigation

Community  Paystubs  Tax Documents Paid Time Off  Annual Trainings Company Links

Login Information:

o Staff will use Company ID: N8726

e Staff will enter Username (provided by HR)
e Staff will enter Password (created by user)
e Select Sign In (orange button)

{} paylocity Help
Welcome

Company ID
N8726

Username

Password

@ Show

Forgotten Password link Remember My Username

below ‘Login’ Button
Login

\ Single Sign-On Login |
Forgot Password
Register New User
Privacy Policy

& iopsiore Il P> Gocoiepia
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Menu:
Main Menu Items-

1. Community

2. Self-Service Portal

3. Tax Documents

4. Time Off

5. Learning (Annual Trainings)

6. Company Links (Holiday and Pay Schedule)
HR & Payroll Employees HR Payroll User Access Reports & Analytics Approvals I
gg‘:{gf“’ice 3 Community 7% Recognition & Rewards s OrgChart People @ Learning

A Profile
£\ Notification

: ) M Logout

{} Self Service Portal

Select My Profile at top righthand
side of the screen to select ‘Logout’

A HR&Payroll

Compensation

ﬁﬂ Data Insights

g Performance

9 Recognition & Rewards

© surveys

(O Time & Labor

& Workflows & Documents

£ Employee Navigator
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Community:

Staff will see pinned announcements, messages, comments, likes, and
celebrations on the community tab under ‘Activity’

Please Note:

Staff will receive AIM General Info messages (these messages also
come in a do-not-reply email to the user’s email address)

Staff should ensure device notifications are turned on for Paylocity
to avoid missing important communications from the agency

Community

Groups Directory People

@ All Activity
P Recognition
() People

&5 Groups Directory

Manage Items Reports & Analytics

Q. Search all Community content

Following Me My Groups Announcements Recognition

[ AIM Services Inc
o All Activity = 9 views

My Groups

) AIM General Info

Smart group
) Employee Survey

) Wellness & Insurance

. I Happy 3rd Work Anniversary

Pinned Announcements

2025-2026 Benefit Overview Recording
Kailie Gribben « Feb 6

Reminder for the SUNY Empire DSP ...
Elizabeth Sweeney « Nov 5

=) @ 235

SUNY Empire Microcredentials for DS...
Elizabeth Sweeney « Oct 10

e

Work Anniversary
Joined May 13, 2022

Congratulations on another successful year with AlM
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Pay:
History-
most current/previous paystubs Tax Forms-

e Pay date history for current year e W2 current/previous years
 Payamount per pay date e Downloadable or Printable
e Pay date history for previous years

HR & Rayroll Employees HR Payroll User Access Reporis & Analytics Document Library Approvals Configuration

< Pay +, Download Paystub >

Your Check Taxes Deductions

YTD 2025 Y

T — =

Earnings Breakdown for 4/13/2025 - 4/26/2025

R. May-25

Description Hours Rate Amount YTD
Your Check BONUS
" Employer Cost of Healthcare
" HOLIDAY
Gross Pay
~ PTO
" REGULAR
Totals
Direct Deposits
Time Off Bank Account Type Amount YTD
Paid Time Off Totals
hours
Current-
most recent paystub downloadable or printable
e Current check amount
e Healthcare rate (if applicable)
e FEarnings/Hours for pay dates
e Direct Deposit Information
e Tax withholdings per pay period
e Year to Date earnings




Time Off:

Total number of PTO hours available to staff

Balance-

Please Note:

e annual balance is renewed on your

anniversary date; will show available once the
pay date has processed for the pay period it

falls in

\

Request Time Off

Request Type

|.. PTO

Request Dates

| 05/13/2025 - 05/137/2025

Do you want to include weekends?
() Yes © No
Do you want to request full days?

o Yes \i\ No

8 Hours Per Day, starting at 8:00 AM

Add Comments (optional)

Available Request Total

8.00h
How is Available calculated?
88.00h

Remaining After Request

i@ Time Off

Request Time Off

Type

PTO - PAID TIME OFF

Time Off History

o
Availableto Cuyrrent
Request @  Balance
b2
More W

May 2025

Sun Mon Tue Wed Thu Fri Sat

" 12 o 14 15 16 17

@ Your Request

255/255 Characters Remaining

e Submit PTO requests for days off by

Request-
entering:
o request type
date
time

e Staff will be able to submit up to what
is allowable in their PTO balance

O O O O

approval

hours per day
any relevant notes prior to PTO

Request Status-
This will show the status of all submitted PTO
requests (indicated by pending or approved)

Time Off

Balances

(Partial) (Denied) (Canceled)

Dates v

04/25/2025

04/18/2025

04/14/2025

04/21/2025 -

04/14/2025 -

Requests

Request Time Off

04/18/2025 -

Request Type Status
PTO Approved
1O

Hours Delete
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Learning:

My Trainings-
Staff will see all assigned trainings
e Annual Trainings
e Training Status
o Active- needs to be completed by staff
o Completed- has been completed by staff

Learning My Training Training Catalog Training Results Configuration Reporting

My Training

| Q Search by training title

ACTIVE TRAINING COMPLETED TRAINING ALL TRAINING

0 5 5

Assigned On: Newest - Oldest ~ ‘

Employee Information:

B Company A / .
Company Links-
Harassment Complaint Form O Staff can access documents from the
2025 403b Plan Summary Plan Description O agency (prlntable and downloadable)
e Policies
2025 403b Plan QDIA Notice 0O
e Forms
2025 403b Plan Universal Availability No O ° Emp|oyee Handbook
Summary of Material Modifications O b Al M H o l I d ays
e Pay Schedule
Participant Fee Disclosure O

Employee Handbook

2024 Complaint and Grievance Handout >

2025 AIM Holidays >

Policy on the Rights of Employees to Exp O

2025 Payroll Calendar >
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Self-Hired Staff Paylocity App Navigation

Community

Paystubs  Tax Documents Paid Time Off  Annual Trainings Company Links

Login Information:

Paylocity App-
o Staff will use Company ID: N8726
e Staff will enter Username (provided by HR)
e Staff will enter Password (created by user)
e Select Sign In (orange button)

Forgotten Username or
Password link above
‘Sign in” Button

{/") paylocity ©)
Company ID
N8726
Username
Password
@

Forgot username or password?

or

Sign in with Single Sign-0On (SS0)

Register New User

7N 7
e
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Main Menu ltems-
1. Community

2. Pay
a. Tax Documents
3. Time Off

4. Learning (Annual Trainings)
5. Company Links (Holiday and Pay
Schedule)

Select My Profile and scroll to the bottom of the
screen to ‘Log Out’

My Mobile App
Need help? Ask Al Assistant >
Settings >
Notification Preferences >
About b
Feedback >
Terms of Use & Privacy Policy >

E-SIGN Act Disclosure and Agreement v

Rate our App >

Account Deletion >

+
@ Menu 'S
All
Knowledge Learning
Base
People & Performance Punch
Org Chart
W N = @)
Recognition Recruiting Schedule Surveys

and Rewards

B [ = @ A

Time Card Time Off Timesheet Workflows
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Community:

Staff will see messages, comments, likes, and celebrations on the
community tab under ‘Activity’
Please Note:
Staff will receive AIM General Info messages (these messages also
come in a do-not-reply email to the user’s email address)
Staff should ensure device notifications are turned on for Paylocity
to avoid missing important communications from the agency

4 Community D]

Activity Groups Recognition My ltems

Me My Groups [J Announcements] I

Kailie Gribben

Announcement see
Wellness & Insurance - 06/05/2025, 11:... 97 vi...

Upcoming Biometric Screening Event — Stay I...

We're excited to announce that AIM Services is
hosting another Biometric Screening as part of
our ongoing commitment to your health and
wellness.

Date: 7/1/2025

Time: 2 pm -5 pm

Location: Flex Space, Main AIM Office, 4227
Rt 50, Saratoga Springs, NY, 12866

What Is a Biometric Screening?

A biometric screening is a short health
examination that helps identify risk factors for

certain diseases and medical conditions. .
/

typically includes:
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February 17

History Tax Forms
Current-

most recent paystub

e Current check amount

Your Check

e Healthcare rate (if applicable)

e FEarnings/Hours for pay dates
e Direct Deposit Information
FARIRESIOG, A Ehik § e Tax withholdings per pay period
Description Hours Amount

Gross Pay

e Year to Date earnings

Employer Cost 0.00

Of Healthcare
Rate

Regular
Rate ~

Totals

Direct Deposit

Bank < Account > Amount

Totals

Taxes for Jan 22 - Feb 4

Descrintion Taxahle Amonint
History-
= Pay History most current/previous paystubs
_ @ o e Pay date history for current year
e Pay amount per pay date
(2022)(2021 ](2020](2019) . )
e Pay date history for previous years
02/17/2023 $
Regular
02/03/2023 $
Regular
01/20/2023 $
Regular
01/06/2023 $
S Tax Forms-
e W2 current/previous years
= Tax Forms e Downloadable or Printable
Current History
N~ —
2022 W-2
2021 W-2
2020 W-2
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0 Time Off:

Balance-
Total number of PTO hours available to
£ Time Off staff
Balance Request Status Please Note:
—~—— — .
Type Available Current e annual balance is renewed on

your anniversary date; will show
available once the pay date has
processed for the pay period it

PAID TIME OFF 64.00 h 64.00 h

falls in
Time Off e the remaining balance does not
S Request il update until the PTO request has
Tee— been paid out
Available Request Total
64.00 0.00
How is Available Calculated? Req Uest‘
° mit PTO r for ff
S P— Sub .t O requests for days off by
entering:
Start Date Oct 6, 2023 o request type
End Date Oct 6, 2023 o date
Start Time 8:00 AM o time
o hours per day
Hours Per Da 0.00 .
e o any relevant notes prior to PTO
Include Weekends approval
e Staff will be able to submit up to what
Comments > . . .
is allowable in their PTO balance

Time Off
Balance Request
PTO
7 Oct 16-20 40.00 h
Status- PTO
This will show the status of all submitted PTO Oct 11-13 24.00 h
requests (indicated by pending or approved)
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Learning:

My Trainings-

Staff will see all assigned trainings

e Annual Trainings

e Training Status

o Active- needs to be completed by staff
o Completed- has been completed by staff

Employee Information:

Company Links

Company

)

2021 Dress Code Policy
Requires Acknowledgement

2021 Harassment Policy
Requires Acknowledgement

2021 Harassment Complaint Form
Requires Acknowledgement

2021 403b Plan Summary Plan
Description
Requires Acknowledgement

2021 403b Plan QDIA Notice
Requires Acknowledgement

2021 403b Plan Universal Availability
No
Requires Acknowledgement

Summary of Material Modifications
Requires Acknowledgement

NY Heros Act Safety Plan
Requires Acknowledgement

Complaint and Grievance Contacts
2022

Participant Fee Disclosure 2022
Requires Acknowledgement

Employee Handbook
Requires Acknowledgement

2023 AIM Holidays

2023 Payroll Calendar

My Training

<

You currently have no Assigned Trainings.

Company Links-

Staff can access documents from the
agency (printable and downloadable)

Policies

Forms

Employee Handbook
AIM Holidays

Pay Schedule
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