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Paylocity New Hire 
Template Builder
Service:    888-873-8205
Local:        847-956-4850
Fax:            847-956-1926
Address:  3850 N. Wilke Road
                     Arlington Heights, IL 60004
E-mail:      Service@Paylocity. com
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Instructions
General Instructions:
The Paylocity New Hire Template Builder provides Paylocity with the information needed to customize your New Hire Template.  Enter the fields to be added for each section in the order they are to appear in your  New Hire Template.  
 
Required Fields
You must add the default required fields for each section.  Required fields are denoted in the lists of available fields with an asterisk (*).   You may elect to make a non-required field required as part of your New Hire Template by checking the box in the Required Column.
As a general guide,  Sections 1-10  include a graphic representation of the default field settings as well as the path to view the fields in WebPay. 
 
 
Optional Sections:
Sections 11 - 28 are optional.  To add fields from an optional section click on the Add Section button.  Choose from the list of available fields for that section and enter them in the order you would like them to appear on your New Hire Template.  Click the Remove Section button if you do not wish to include any fields from an optional section.  Please note that all changes to a section will be lost once it has been removed.
Default Values
You can elect to add a default value for any field as part of your New Hire Template.  For example, in Section 3, you may choose to add the default value of "Active" to the Employment Status field.  Enter the default value to be added to a field in the Default Value column.
 
Required Sections:
Sections 1-10 of this form are required and must be included in your New Hire Template.   Choose from the available fields listed in each section.   Space has been provided for you enter the fields in the order you would like them to appear on your New Hire Template.  
Contact Information
Please complete the following fields:
Section 1:  Employee Demographics
The recommended fields for the Employee Demographics section are displayed in the above image.  Note that the Employee ID, Last Name and First Name fields are required and must be included in your New Hire Template.  You may choose from the following fields to add to this section:
 
Employee ID*         Clock/Badge Number         Last Name*
First Name*         Middle Name                  Salutation
Suffix                  Nickname                  Prior Last Name
Gender                   Ethnicity                  Marital Status
Smoker                  Disability                  Veteran
SSN/EIN         Birth Date         
 
To view the corresponding fields and values for this section access WebPay and follow the path Employees - Employee Info - Personal Info - Demographics.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 2:  Address and Contact Information
The recommended fields for the Address and Contact section are displayed in the above image.  You may choose from the following fields to add to this section:
 
Address 1         Address 2                  City/State/Zip
Country         County/Province         Home Phone
Mobile Phone         Email Address
 
To view the corresponding fields and values for this section access WebPay and follow the path Employees - Employee Info - Personal Info - Demographics.
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FIELD NAME
REQUIRED
DEFAULT VALUE
Section 3:  Employment Status
The recommended fields for the Employment Status section are displayed in the above image.  Note that the Employment Status and Hire Date fields are required and must be included in your New Hire Template.   You may choose from the following fields to add to this section: 
 
Employment Status*      Employment Type         Hire Date*
Adj. Seniority Date          Termination Date           Rehire Date
Termination Reason       Eligible for Rehire?
LOA Date                               LOA Reason 
 
To view the corresponding fields and values for this section access WebPay and follow the path Employees - Employee Info - Work Info - Employment Status.
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FIELD NAME
REQUIRED
DEFAULT VALUE
Section 4:  Department/Position
The recommended fields for the Department/Position section are displayed in the above image.  Note that the number of Cost Centers  available will vary depending on your company setup.  You may choose from the following fields for this section:
 
Cost Center 1*               Cost Center 2                        Cost Center 3
Supervisor               Position                        Job Title
EEO Class               Work Comp.                        Home Shift
Work/Phone Ext.     Mobile Phone              Pager
Work Email               Pay Group                        OT Exempt
Tipped                         Min. Wage Exempt
 
To view the corresponding fields and values for this section access WebPay and follow the path Employees - Employee Info - Work Info - Dept/Position.
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FIELD NAME
REQUIRED
DEFAULT VALUE
Section 5:  Pay Rate
The recommended fields for the Pay Rate section are displayed in the above image.  Note that the Begin Date, Type, Pay Frequency and Auto Pay fields are required and must be included in your New Hire Template.  You may choose from the following fields to add to this section.
 
Begin Date*         Type*                       Salary*
Base Rate/Per         Pay Frequency        Default Hours
Auto Pay*         Annual Salary              Reason
Notes                  Pay Grade         
 
 
To view the corresponding fields and values for this section access WebPay and follow the path Employees - Employee Info - Payroll Setup - Rates.
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FIELD NAME
REQUIRED
DEFAULT VALUE
Section 6:  Taxes
The Taxes section consists of the two fields shown in the above image.  Note that the Tax Form field is required.  The SSN/EIN field in this section is a view only field.  
 
When setting a default value of 1099R or 1099M for the Tax Form field you may also set default values for the 1099 Exemption Reasons in Section 11.
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FIELD NAME
REQUIRED
DEFAULT VALUE
Section 7:  Federal Taxes
The recommended fields for the Federal Taxes section are displayed in the above image.  Note that the Filing Status, Exemptions and Amount Type fields are required.  You may choose from the following fields to add to this section.
 
Filing Status*            Exemptions*         Amount Type*
Amount           Percentage         943 Agricultural Emp. 
 
To view the corresponding fields and values for this section access WebPay and follow the path Employees - Employee Info - Payroll Setup - Taxes.
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FIELD NAME
REQUIRED
DEFAULT VALUE
Section 8:  Primary State Taxes
The recommended fields for the Primary State Taxes section are displayed in the above image.  Note that the Primary State, Filing Status, Exemption 1, Amount Type and SUI State fields are required and must be included in your New Hire Template.  You may choose from the following fields to add to this section.
  
Primary State*                     Filing Status*               Exemption 1         
Exemption 2                     Amount Type*               Amount
Percentage                     Notes                        SUI State
Supplemental Check 
 
To view the corresponding fields and values for this section access WebPay and follow the path Employees - Employee Info - Payroll Setup - Taxes.
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FIELD NAME
REQUIRED
DEFAULT VALUE
Section 9:  Direct Deposit
The recommended fields for the Direct Deposit section are displayed in the above image.  Note that the Priority, Account Type, Transit Routing Number, Account Number, Amount Type and Amount fields are required and must be included in your New Hire Template.  You may choose from the following fields to add to this section.
 
Priority*                 Account Type*       Transit Routing #*
Account Number*    Amount Type*        Amount*
Skip Pre-Note?                 Exclude Special      Account Descrip.
Name on Account
 
To view the corresponding fields and values for this section access WebPay and follow the path Employees - Employee Info - Payroll Setup - Direct Deposit.
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FIELD NAME
REQUIRED
DEFAULT VALUE
Section 10: Deductions
The recommended fields for the Deductions section are displayed in the above image.  Note that the Deduction Code and Start Date fields are required and must be included in your New Hire Template.  The Child Support and related fields are automatically added  when a child support deduction code is used.  You may choose from the following fields to add to this section:
 
Deduction Code*          Start Date*         End Date
Calculation Code          Rate/Amount         Frequency
Goal                              Paid to Date         Agency
Priority                              Min                  Max
YTD Max                     Misc Info                  Loan Number
Cost Center 1                     Cost Center 2         Cost Center 3
 
To view the corresponding fields and values for this section access WebPay and follow the path Employees - Employee Info - Payroll Setup - Deductions.
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FIELD NAME
REQUIRED
DEFAULT VALUE
Section 11: 1099 Exemption Reasons
Each of the following fields for this section are required in this section.  You may add them to your New Hire Template in any order.
 
FITW Exempt Reason Code*         
SITW Exempt Reason Code*
SS Exempt Reason Code*
MED Exempt Reason Code*
FUTA Exempt Reason Code*
SUI Exempt Reason Code*
 
 To view the available fields and values for this section in WebPay, follow the path Employees - Employee Info  - Payroll Setup - Taxes. 
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 12:  Non-Primary State Tax Details
 The fields denoted with an asterisk are required.  You may choose from the following fields to add to this section:
 
Non-Primary State Tax Code*         
Filing Status*
Exemption 1*
Exemption 2*
Notes
Amount Type*
Amount *
Percentage*
Supplemental C heck
Reciprocity Code 
 
To view the available fields and values for this section in WebPay, follow the path Employees - Employee Info  - Payroll Setup - Taxes.   Click the Add button in the Taxes section to view the State Tax Details screen.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 13:  Local Tax Details
 The fields denoted with an asterisk are required.  You may choose from the following fields to add to this section:
 
Local Tax Code*         
Filing Status*
Exemption 1*
Exemption 2*
Notes
Amount Type*
Amount *
Percentage*
Supplemental C heck
Reciprocity Code 
 
To view the available fields and values for this section in WebPay, follow the path Employees - Employee Info  - Payroll Setup - Taxes.   Click the Add button in the Taxes section and select Local to view the Local Tax Details screen.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 14:  Additional Rates
The Rate Code, Begin Date and Rate/Per fields are required when adding this section.  You may choose from the following fields to add to this section:
 
Rate Code*         Begin Date*         Rate/Per*
Notes                  Job                  Shift
Cost Center 1         Cost Center 2         Cost Center 3
 
 
To view the available fields and values for this section in WebPay, follow the path Employees - Employee Info - Rates - Additional Rates.  Click on the Add button to view the Additional Rates Details page.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 15:  Company Property
Note that the Company Property section is only available when the Advanced HR feature is enabled.
 
The Item Type and Issue Date fields are required when adding this section.  You may choose from the following fields to add to this section:
 
Item Type*         Issue Date*               Description
Serial Number         Maint. Due Date               Return Due Date
Return Date         Notes
 
To view the available fields and values for this section in WebPay, follow the path Employees - Human Resources - Employment - Company Property.  Click on the Add button to view the Company Property Details page.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 16:  Custom Fields
Enter any existing Custom Field names to be included in your New Hire Template in the Field Name text entry column.
 
To view the existing custom fields for your company in WebPay, follow the path Company - Company - Custom Fields.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 17:  Earnings
The Deduction Code and Start Date fields are required and must be included in your New Hire Template when adding this section.   You may choose from the following fields to add to this section:
 
Earning Code*                 Start Date*               End Date
Calculation Code      Rate                        Amount         
Frequency                Goal                        Paid to Date         
Rate Code                 Job Code               Agency
Hours/Units                Min                        Max
YTD Max                Misc. Info               
Cost Center 1             Cost Center 2      Cost Center 3
 
To view the corresponding fields and values for this section access WebPay and follow the path Employees - Employee Info - Payroll Setup - Deductions.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 18:  Emergency Contact
The Priority, Last Name, First Name and Relationship fields are required when adding this section.  You may choose from the following fields to add to this section:
 
Priority*              Last Name*                   First Name*
Relationship*              Primary Phone        Home Phone
Work Phone/Ext         .    Mobile Phone          Pager
Email                       Notes                        Use EE Contact Info
Address 1              Address 2                      City/State/Zip
Country              County/Province
 
To view the available fields and values for this section in WebPay, follow the path Employees - Employee Info - Personal Info - Emergency Contacts.  Click on the Add button to view the Emergency Contacts Details page.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 19:  Events
Note that the Events section is only available when the Advanced HR feature is enabled.
 
The Code field is required when adding this section.  You may choose from the following fields when adding this section:
 
Code*                         Type                               Event
Date                         Next Date             Proficiency
Notes
 
To view the available fields and values for this section in WebPay, follow the path Employees - Human Resources - Employment - Events.  Click on the Add button to view the Events Details page.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 20:  I - 9
The I-9 section does not contain any required fields by default.  You may choose from the following fields when adding this section.
 
I-9 Verified?         I-9 Date Verified             I-9 Notes
SSN                  SSN Verified?                      SSN Date Verified
SSN Notes
 
To view the available fields and values for this section in WebPay, follow the path Employees - Employee Info - Work Info - Eligibility.
 
Please note that you cannot add fields from the Work Authorization section on this page.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 21:  Leave Tracking
Note that the Leave Tracking section is only available when the Advanced HR feature is enabled.
 
The Start Date and Leave Request Type fields are required when adding this section.  You may choose from the following additional fields for this section:
 
Start Date*         Leave Request Type*   End Date
FMLA Reason         Intermittent Leave?      Status
Response Date         Response Due Date       Status Notes
 
Request Received Date
Return To Work Expected Date         
Return to Work Actual Date
 
To view the available fields and values for this section in WebPay, follow the path Employees - Human Resources - Time Off - Leave Tracking.  Click on the Add button to view the Leave Tracking Details page.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 22:  Reviews
Note that the Reviews section is only available when the Advanced HR feature is enabled.
 
The Review Date and Reviewer fields are required when adding this section.  You may choose from the following additional fields for this section:
 
Review Date*                 Reviewer*                       Appraisal Type
Rating                         Next Review Date    HR Summary
New Job Title                Raise Amount            Raise Percentage              
New Pay Amount     Effective Date           Reviewer Notes
Employee Notes
 
To view the available fields and values for this section in WebPay, follow the path Employees - Human Resources - Performance - Reviews.  Click on the Add button to view the Review Details page.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 23:  Skills
Note that the Skills section is only available when the Advanced HR feature is enabled.
 
The Skill field is required when adding this section.  You may choose from the following additional fields for this section:
 
Skill*                  Type                                   Proficiency
Notes                  Training Class                    Completion Date
Renewal Date         Training Score/Scale         
 
To view the available fields and values for this section in WebPay, follow the path Employees - Human Resources - Training - Skills.  Click on the Add button to view the Skill Details page.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 24:  Union
The Union section does not contain any default fields by default.  You may choose from the following fields when adding this section. 
 
Union                  Affiliation Date                      Union Position
Dues Collected         Initiation Collected
 
To view the available fields and values for this section in WebPay, follow the path Employees - Employee Info - Work Info - Dept/Position.  
 
Note that you may only add fields from the Union section of this page.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 25:  User Account
The Account Status and Security Group fields are required for this section.  You may choose from the following fields when adding to this section:
 
Account Status*                            Security Group*         
Exclude from Co. Directory     Force User Password Change
 
To view the available fields and values for this section in WebPay, follow the path Company - Company  - User Accounts .  Drill into an existing user account to view the Employee User Account Details page.
 
Note that you may only add fields from the Employee User Account Details and User Name and Password sections of this page.
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 26:  Web Time Integration
Note that the Web Time Integration section is only available when WebPay and Web Time integration is enabled.
 
The Create Web Time Record, Allow Web Access and the Employee Number fields are required when adding this section.  You may choose from the following fields when adding from this section:
 
Create Web Time Record*         Allow Web Access*         
Employee Number*                  Title
Employee Type                                    Personal Email
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 27:  Work Authorization
The Work Authorization and Visa Type fields are required when adding this section.  You may choose from the following fields when adding this section:
 
Work Authorization*        Visa Type*            Work Until
Alien or Admission Document Number
                   
FIELD NAME
REQUIRED
DEFAULT VALUE
Section 28:  Work Location
The Work Location section does not contain any required fields by default.  You may choose from the following fields when adding this section:
 
Use Default Co Address?     Address 1         Address 2
City/State/ZIp                       Country         County
 
 To view the available fields and values for this section in WebPay, follow the path Employees - Employee Info  - Work Info - Work Location . 
FIELD NAME
REQUIRED
DEFAULT VALUE
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