
 

 

Log into Paylocity at https://login.paylocity.com to access your Welcome screen. 

  

  

Hourly Employee Timesheet Approval in Paylocity 

 

Enter your company id,  

user name,  

password, and  

click Login.   

  

  

(If you have not registered, 
please click the Register User 
button and obtain your company 
ID from your Payroll 
Coordinator.) 

  

  



 

Click on “Launch Time & 
Attendance” to go to your 

timesheet. 



 

 

If you notice a miss punch please contact your Supervisor before approving so they may edit your timesheet as necessary.  

1. Make sure you 
are in the right 
pay period. 

You can download 
your timesheet. 

2. You can click here to approve the entire 
timesheet or click approve by each day. 

3. Click Save 


