
Inside this issue: 

Ask the Exper t 
Customer  Service Q& A 

2 

What’s New 2 

Cl ient &  Employee  
Spotl ight 

3 

Payloci ty Launches 
WebPay version 3.5 

4 

The Real  Cost of Replac-
ing Employees 

4 

HR Documentation Best 
Practices 

5 

Tr icks of the Trade- 
WebEx Sessions 

6 

 And that ’s just  to name a 
few! 
 
 I f you would l ike to read 
any and/or  al l  of our  re-
cent  press releases, you 
can find them on our web-
site at  www.paylocity.com 

You may have seen a fa-
mil iar  name recent ly in 
the news. Thanks to the 
successful release of our  
new WebPay product  in 
addit ion to the country’s 
interest  in wellness pro-
grams, Paylocity has been 
featured in the fol lowing 
news out lets:  
 
 

·  Crains Chicago Busi-
ness 

·  Yahoo News 

·  PR News Wire 

·  Miami Today 

·  NBC6 Char lot te NC 

·  Fox 5 – KVVU Las 
Vegas, NV 

·  AOL Money 

Payloci ty in the Press 

One of our  pr imary 
goals is finding new 
ways to make Payloci ty 
a great  place to work. To 
help achieve this, we 
int roduced a new Well -
ness Program last  quar-
ter . We contracted with 
Wellness I nc., our  fea-
tured cl ient  this issue, 
to create a comprehen-
sive program including 
heal th screening and 
fol low-up for  those em-
ployees in need of addi-
t ional  help.  Many of our  
team members are tak-
ing advantage of ongo-
ing programs to help 
improve their  heal th, 
including Weight  
Watchers®, smoking 
cessat ion cl inics and 
discounted heal th club 
memberships. 
  

I n 1997, we joined the 
I ndependent  Payrol l  
Providers Associat ion 
(IPPA) as a star t -up 
company without  one 
single cl ient .  Since 
then, we have received 
several IPPA awards, 
including twice being 
named i ts “Service Bu-
reau of the Year .”  We 
are now one of the 
IPPA’s largest  members, 
wi th over  2,500 cl ients 
processing over  400,000 
checks each month. I  
was recent ly named 
President  of the IPPA 
and my fi rst  ini t iat ive 
as President  was to in-
stal l  a st r ict  set  of re-
quired fiduciary stan-
dards to help reduce 
fraud in our  indust ry. 
 
  

Our  WebPay product  
was rol led out  in May 
and the recept ion has 
been phenomenal.  
Many of our  new clients 
now use WebPay and 
several Mi l lennium us-
ers have chosen to 
switch as well .  This 
quar ter , a newly en-
hanced version of Web-
Pay is being released. 
(Read more about  i t  in-
side this issue) Over  the 
course of the next  six 
months, we plan to fur -
ther  expand i ts HR ca-
pabi l i t ies and add mult i -
company repor t ing, 
amongst  other  enhance-
ments. We are con-
stant ly st r iving for  ex-
cel lence to bet ter  serve 
our  cl ients.  

Payloci ty News 

Message From the President  

Third Quarter Deadlines 

·  Fr iday, September  29, 2006 

·  4:00 p.m. CST 

·  Please be aware, a $250.00 
processing charge wil l  be as-
sessed for  any informat ion 
repor ted after  September  29, 
2006 

P a y l o c i t y  C o r p o r a t i o n  
1 3 3 1  G r e en l e a f  A v e .  
E l k  G r o v e  V i l l a g e ,  I L  60 00 7  

September  8, 2006 
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·  Payloci ty is now l isted on 
the IRS web site as an ap-

proved e-fi ler .           
ht tp://www.irs.gov/efi le/

l ists/0,,id=101120,00.html
  

 

 

·  WebPay’s new 3.5 re-
lease. Read more about  

i t  on page 4. 
 

 

 

 

What ’s New at  Payloci ty? 

Paylocity News 

Ask the Exper t  
Q& A      Submit ted by:  Tamara Thompson 

What  should I  do i f my employee 
did not  receive his/her  direct   
deposit?  

There are several factors that  can impede the direct  deposit  process. What  
should first  be taken into considerat ion is the check date; banks have unt i l  
the end of business day to deposit  funds. Often t imes employees become 
accustomed to funds post ing ear ly on the morning of the check date, how-
ever , i f i t  does not post , i t ’s not  necessar i ly a cause for  concern.  Should they 
so choose, employers/employees may cal l  the bank’s ACH depar tment to 
ver ify if there is a delay or  an actual reject ion. 
 
 Paylocity wil l  ult imately be informed of any reject ion, typical ly within 2-5 
business days of the check date. However  banks have up to 10 days to not i fy 
us. Upon not i ficat ion, a Paylocity representat ive wil l  contact  you with in-
st ruct ion on proper  act ion, which in most  cases is a manual check issuance. 
 
 There are a few simple steps that  can be taken to avoid direct  deposit  mis-
haps.  The most crucial of which is to make cer tain the direct  deposit  is set  
up to pre-note.  The pre-note process al lows the account informat ion to be 
examined by the bank before the direct  deposit  is intended to go through.  
I n the event  the bank account informat ion is entered incorrect ly, Paylocity  

is not i fied. We wil l  then cal l  you to 
walk you through implement ing 
the proper  changes.  To ensure a 
bank account  pre-notes, fol low 
these simple steps below: 
 
1. Enter  rout ing number  
2. Enter  account  number  
3. Enter  the proper amount  in 

the employee’s Direct  Deposit  
tab leaving the pre-note date 
column blank.  (This field wil l  
automat ical ly populate once 
the pre-note process is init i-
ated by Paylocity.) 
 

 We strongly urge you to require a 
voided check or  specificat ion sheet 
from your  employees when set t ing 
up direct  deposit .  Direct  deposit  
sl ips contain internal bank rout ing 
numbers, thereby prevent ing the 
direct  deposit  from going l ive.
  



been very pleased with the ease of im-
plementat ion, customer  service and 
addit ional capabil i t ies the Paylocity 
team has provided. Pr ior  to learning 
about  Paylocity, we felt  that  most  pay-
rol l  services were al l  the same. We 
were delighted to find out  there was 
another level of product  and service 
available!” 
 
 For  more informat ion on Wellness Inc. 
you can reach them at  their  Corporate 
Headquar ters: 
4170 Ogden Ave. 
Aurora, I L  60504 
630.236.4770 ext . 242 

We believe in the power  of good health. 
That ’s a powerful statement , and it ’s 
one that  Wellness Inc. l ives by. 
 
 As the nat ions largest  onsite preven-
t ive healthcare company, Wellness Inc. 
services over 1000 cl ients across the 
country. For  over  20 years, companies 
as small as 50 employees and corpora-
t ions as large as 230,000 employees 
have enjoyed the comprehensive onsite 
health screenings and aggregate data 
repor t ing Wellness provides them.  
Paylocity is pleased to declare we are 
one of what  we are sure is many very 
happy cl ients of theirs. 
 
 “Companies are facing increased 
healthcare costs and are get t ing clob-
bered by renewal rates”, says David 
Hall , Program Director  and Wellness 
employee for  15 years. “I t  is important  
for  organizat ions to understand what  
r isks are dr iving their  costs higher . 
Wellness Inc. helps companies save 
money on their  healthcare costs by pro-
viding their  employees with a two-part  

healthcare approach. The service and 
data repor t ing sets us apart  from oth-
ers.” 
 
  The first  element includes ident ifica-
t ion of problems through a complete 
health screening and health r isk as-
sessment . The second piece involves 
fol low-up care for  at  r isk individuals. 
This fol low-up care takes the form of 
nurse consultat ion and/or  health coach-
ing. Coaching is available on a one-to-
one basis and is done via telephone, 
web or  a combinat ion of both. Coaching 
not  only provides the at -r isk pat ient  
with ideas on how to lower  their  r isk 
factor(s), i t  also provides them encour -
agement . 
 
 Paylocity’s approach to Payroll  and HR 
service can be compared. We are not  
only mindful about  the quali ty of ser -
vice each of our  cl ients receives; we 
actual ly care about  each person we 
come in contact  with. What  is Mr . 
Hall ’s assessment  on our  services thus 
far? “Our  human resource people have 

 Chuck Cooper , Paylocity’s newly ap-
pointed CIO concurs. “Tim has a great  
passion for  his work, which carr ies over  
into his interact ions with the rest  of the 
team and is infect ious. His part icular  
fervor  for  unit  tests helps us maintain a 
higher  level of product  quali ty to our 
customers.” 
 
 The work-l i fe balance Paylocity pro-
vides i ts employees, combined with the 
team he works with are Tim’s favor ite 
things about  working here when asked. 
Paylocity is obviously just  as pleased. 
Thanks Tim! 

Tim Stal l , Software Engineer , cer tainly 
has good t iming. Having worked as a 
consultant  for  an internat ional consult -
ing firm left  him very l i t t le t ime at  
home with his new br ide Sally. I nstead, 
he was becoming a road warr ior . How-
ever , after  meet ing Steve Sarowitz, 
President  of Paylocity, at  a .net  t rade-
show 18 months ago, everything 
changed. 
 
 “I  went  to the Paylocity booth to get  
my card stamped so I  could enter  into a 
sweepstakes, says Tim. But  my ears 
perked up when I  heard Steve talking 
about  an avai lable software engineer-
ing posit ion that  didn’t  involve any 

t ravel. My wife Sally was expect ing our  
first  baby soon, and I  wanted to spend 
more t ime at  home.” 
 
 Just  two shor t  weeks after  their  first  
meet ing, Tim was working for  Paylocity 
and has never looked back. I t  appears 
that  t iming i s everything. 
 
 “The ent ire software team and I  were 
impressed with Tim’s at t i tude and abil-
i t y. Having a degree from U of I  Engi-
neer ing was also a plus, says Mr . 
Sarowitz. Tim has been a stel lar  per -
former  for  us from the moment he 
walked in the door.” 
 

Client  Spot l ight ...Wel lness Inc. 

Employee Spot l ight ...Tim Stal l     
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I nterested in spot l ight ing your  company in 
our  newslet ter? Contact  Cher i  Eccles at  
cher ie@payloci ty.com 

Pictured:  
David Hall , Program Director  

Pictured: 
Tim Stal l  



I nsurance products and plan administ rat ive 
services are provided by Pr incipal L i fe I nsur -

ance Company, a member  of the Pr incipal  
Financial Group® (The Pr incipal®), Des Moines, 

IA 50392. 
 
 
 

Research shows the cost  of replacing an 
employee can reach upwards of 150 
percent  of an employee’s annual com-
pensat ion figure* . 
 
 Consider  these costs: 

·  Recruitment  

·  New hir ing 

·  Training 

·  Lost  product ivity 

·  Lost  sales 
 
Not to ment ion the cost  of your em-
ployee going to work for  the compet i-
t ion.   
 
 Offer ing a quali fied ret irement  plan is 

one way to keep your  employees —it ’s 
the benefit  they count  on to meet  their  
future investment  goals. I f you already 
have a plan in place, ensur ing i t  has 
the benefits your employees are looking 
for  is essent ial.   
 
 I f you are interested in a program that  
can help your  employees save for  ret ire-
ment , feel free to cal l  representat ives of 
The Pr incipal Joyce Morr is at  (319) 
243-2185 or  Heather  Brandt  at  (509) 
324-7726 with any quest ions.   
 
 *Will iam G. Bi l l , President  of Bi l l  &  Associates, 
I nc. Wayne, NJ consult ing firm providing advi-
sory services to ent repreneur ial  companies. 
“Cost  of Employee Turnover .” The Small Busi-
ness Advisor . www.isquare.com/turnover .cfm. 
 

With the successful release of our  new 
web-based payrol l  applicat ion in the 
Spr ing of 2006, we’ve encouraged both 
cur rent  and potent ial new cl ients to 
give us their  feedback on our  WebPay 
product  and its features.  
 
·  Paycheck Calculator  

·  QuickPay 

·  Base Rate Adjustment  Calculator  

·  I ntegrated Human Resources 

·  Employee Por tal 

·  Employee Self-Service 

·  Manager  Self-Service 
 
 
 
 
 
 
 

As impressive as the 3.0 version is, the 
#1 most  requested enhancement  fea-
ture was Repor t  Wr it ing.  
 
Well...we’ve heard you loud and clear  
and have added this feature, amongst  
others, in our  new 3.5 release!  
 
This new Report  Wr it ing feature is 
flexible and powerful enough to create 
80—90% of the repor ts our  cl ients are 
cur rent ly request ing. 80—90%!  
Now that ’s progress! 
 
 
 
 
 
 
 
 
 
 

To learn more about  WebPay, we are 
offer ing free online seminars and ses-
sions at  our  Corporate Headquar ters 
located at  1331 Greenleaf Ave. Elk 
Grove Vil lage, I L  60007. To schedule an 
appointment, or  to learn more about  
WebPay, please contact  Laura Arkema 
at  847.709.1854. 

Payloci ty’s New WebPay 3.5 Release  
  

H ow  much  w ou ld i t  cost  t o r ep lace you r  best  employee?  I s 
i t  an  expense you r  company can  af for d  t o pay?  

Paylocity News 



Separ at i on  Documen t s 

 
·  Pre-termination Checkl ist – 
Ought  to have a l ist  of i tems to con-
sider  as well  as management ap-
proval  pr ior  to terminat ion; has the 
employee been given fair  warning, 
wi l l  severance be provided etc.? 

·  Separation Agreement – Should 
severance be provided. 
 
·  Exi t Checkl ist –  I tems to provide 
at  the terminat ion conference. 

  
Documen t at i on  i s a si mple 
yet  pow er fu l  t ool  for  t ak -
i ng con t r ol  of  t he empl oy-
men t  r elat i onsh i p – As an  
employer , t her e i s no such  
t h i ng as t oo much  docu -
men t at i on . Tak e t he t i me 
t o t r ai n  documen t i ng 
sk i l l s and t hen  en for ce t he 
pr act i ce. You 'l l  be glad 
you  d i d. 

 
 HR Partners provides ongoing Hu-
man Resources information to many 
Payloci ty cl ients.  For  more speci fic 
documentation detai ls or  other HR 
questions, contact Lor i  Kleiman, 
SPHR and her team at 847-513-6165 
or www.hrpar tners.us 
 
 

As our  society becomes more and 
more l i t igat ion or iented, si tuat ional  
employee documentat ion is crucial  to 
the protect ion of al l  business.  I t  is 
bet ter  to err  on the side of keeping 
too many notes and documents 
rather  than having too l i t t le, by way 
of cont inual  verbal  discussion that  
can never  be proven. 

 
 A nat ional  survey conducted by 
HRhero.com indicated that  one out  of 
every three employers rate their  or -
ganizat ions documentat ion as "Not  
Very Good."  Employers tend to get  
themselves into t rouble by not  in-
cluding proper  documentat ion that  
suppor ts their  employment  deci-
sions.  I n this shor t  space, we hope to 
share a few of the i tems you should 
include for  your  business. 
 
 Employmen t  Documen t s 
  

·  Appl ication– El iminates dis-
cr iminat ion and should provide for  
legal  disclaimers. 

·  Job Descr iption – Helps to dem-
onstrate the essent ial funct ions of 
the posi t ion. 

·  Tax Forms – Must  be completed 
for  Federal  and State taxes. 

·  Offer  letters and Employment 
Contracts – Should be reviewed by 
legal  counsel. 
·  I 9 Form and Binder  – Each em-
ployee should fi l l  out  an I9 form for  
employment  el igibi l i ty ver i ficat ion.  

These forms must  be kept  in one 
master  binder  to el iminate discr imi-
nat ion. 
 
 Ongoi ng Em ploymen t  Docu -
men t s  
 
 I t  is ext remely important  to main-
tain separate Personnel, Medical  and 
Confident ial fi les as needed. Thus 
el iminat ing any claim of discr imina-
t ion based on pr ivate informat ion. 
  

·  Contents of Personnel  Fi les –
Performance appraisals (verbal  &  
wr i t ten repr imands, goals etc), Pay-
rol l , Compensat ion, Benefi ts infor-
mat ion and al l  documents previously 
l isted. 

·  Medical  Fi les –Any medical  re-
lated information in addi t ion to in-
surance forms that  contain medical  
quest ions. 
·  Confidential  Fi les –Informat ion 
related to Workers Compensat ion, 
Harassment  etc. should be kept  in a 
separate fi le as the need presents 
i tsel f. 

 

  
 
 
 
 
 

HR Documents Best  Pract ices 
Writ ten by: Lor i Kleiman 
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Tr icks of the Trade — WebEx Sessions 

1331 Greenleaf Avenue 
Elk Grove Vil lage, I L  60007 

At  Paylocity, we are dr iven to provide you with the best  in customer service and the latest  in technology to help meet  your 
needs.  Through an on-demand Webex session, we are able to share your  desktop and can assist  in solving payrol l  issues 
quickly and efficient ly or  even help to t rain you – without  the need to leave your office. And al l  of this is available with just  
an internet  connect ion and a telephone! 
 
 From the cl ient ’s prospect ive, here is al l  you need to do: 
 
  

1. Call Paylocity at  847.956.4850 and ask for  a WebEx session. We wil l  supply you with a support  number to be entered in 
a later  step. 

2. Log on to the Internet  

3. Type the fol lowing address: www.paylocity.com or  use the Paylocity icon on your  Mil lennium desktop. 

4. Go to “Client  Corner ” 

5. Select  WebEx Support  Session (i t  may ask i f you want  to instal l  WebEx, answer yes to this.) 

6. Type your  name and the suppor t  number  given 

7. Click “Join” 
 

That ’s al l  you have to do! Paylocity can take over  from here and assist  you with whatever your  needs are. 

Newslet ter  Comments or  Suggest ions? 
Contact  Cher i Eccles at : 
Paylocity Corp. 
1331 Greenleaf Avenue 
Elk Grove Vil lage, I L  60007 
Email: cher ie@paylocity.com 


