
STEPS TO SEE YOUR ROSTER IN PAYLOCITY  
  

• Log in to Paylocity 
• Click on “HR & Payroll” on the left scroll bar 
• Review all of the employees list on the main screen for your location.  If you don’t see your 

location(s) in this screen please alert HR right away. 
• Make sure you click on and review ALL the pages 
• If it is easier for you, you can also export them to excel and send that spreadsheet to us for 

keying. 
 

 
 


