Paycom Quick Tips

Logging into the Paycom Employee Self-Service website

To access Paycom Self-Service, hover your cursor over “Site Logins” and click on “Paycom Employee.”

My

ABOUT ~ STAFF ~ HUMAN RESOURCES ~ MEDIA ~ DEPARTMENTS ~ RESOURCES ~

Pinned

* OverDrive's response to the iOS app update problems
% First Quarter Safety Training

* Books On Parade!

What's New

Chook! Chook! Chook! - Early Literacy Roundup

SUBMITTED BY JJORDAN ON TUE, 03/01/2016 - 07:58

An early Spring seems to be here to stay in this neck of the woods. There is
but one word that epitomizes the feeling | get when | begin to see (and
sniff) the first signs of Spring rebirth: squirrels. Whether at the zoo, park, in
your own backyard, or in one of the following books, | hope you get the
chance to visit a non-nibbling squirrel in the near future. Keep reading
together!
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Paycom Quick Tips

Logging into the Paycom Employee Self-Service website

Enter your username (your Metro email address), password, and the last four digits of your Social Security number then click on the “Log in”
button.

Employee Self-Service

Username

jsername

Password

Last 4 digits of SSN

Last 4 digits of SSN

Forgot Password

| J paycom:
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Web Time Sheet ~View and Approve
To view and/or approve your Web Time Sheet, click on “Web Time Sheet Read Only.”
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Web Time Sheet —View and Approve

Time Sheet

This is an example of a web time

shee’r. *“*Read Only Time Sheet™ | =j= Add/Edit/Delete Comment

You will need to go in and approve

1 1 . § . Legend
)’OUF fime on a reQUlcr bGSIS. “ 02/16/2015-03/01/‘2015(CurrentPeriod)VE

The approval is your digital

signature affirming your web time M Mlocsion OUT N Alocaton OUT Hows | Dotars TS
sheet reflects time worked and all MON (02/16) 0758AM [18}Do.. 1200PM O100PM [18MDo.. 0502PM 800  8.00 ©
punches made. TUE (@217) 0743AM [18}Do.. 11:36AM 1245PM [13}Do.. O0457PM 800 8.0
WED (02/18) 0746AM [18}Do.. 1232PM 01:32PM [18/Do.. 0451PM 800  8.00
Look for the Approve Date button THU (02/19) O7:44AM [18:Do.. O0103PM 0202PM [13/Do.. 0454PM 825 825
. . FRI (02720) O0745AM [18Do.. 11:30AM 1236PM [18/Do.. 0430PM 775  1.75 4
below the web time sheet. Click on xea o
this button to approve a date. You oo
also have the option of approving Weekiy Totals 40,00 000
through mu|tip|e dq’res. MON (02/23) 07:46 AM  [18}-Do.. 12:35PM 01:34PM [18}-Do.. 0443PM 8.00 8.00
TUE (02724) 0953AM [18Do.. O01:30PM 0230PM [13FDo.. 0451PM 575 ©
After the approval is submitted, the I ok -Downto... 225 800 ©
dqfe(s) CJF)F)T'OVGCI are high“gh’red in WED (02/25) 07:43AM [181-Do.. 12:48PM 01:45PM [18}Do.. » 5.00 5.00
yellow. The unapproved dates THU (02126)
remain in gray or white. L
SAT (02128)
SUN (03/01)
Weekly Totals ~ 21.00 0.00

Approve Up to Date 02/23/2015M
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Requesting Time Off

To request time off, click on “Request Time off.”
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A table will show your AVL, Floating Holiday, and Sick Leave accruals. To request time off, click the + sign on the desired date on the
calendar. A pop up window will appear.

Accrual Hours Available Hours Approved Hours Requested Net Available
Annual Vacation Leave (FMA) (TPY) (V) 19.69 . 16.00 . 0.00 . 369
Floating Holiday (FMF) (H12) - 24.00‘ 13.00‘ D.DOI 11.00
Inclement Weather (INC) v -9.00 - 0.00 - 0.00 . -9.00
Sick (FMS) (S) - 101.19 0.00 0.00 101.19

Note: Hours Available are current as of the last period end date on 02/28/2016
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Enter in the number of hours you are requesting off as well as the type of leave you will be using. Insert the date, start time, and reason (if
desired). A projected amount of time will also appear to give you an idea of how much time you have already accrued by that date. Click
on “Add Request.”
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* Hours per day [8.00 ‘\

*Type | Annual Vacation Leav ¥ |

Day(s) FRI (03/11) ¥ |to | FRI(03/11) v |

Start Time |08 v[/00 v|AM v |

Ignore Weekends @

Projected Net Available @ 23.38 Hours

Reason [ b
Add Request

After your leave request is submitted, your supervisor will approve or deny that request. You will receive an email notification either way.



