
 

INSTRUCTIONS TO LOCATE COMPANY DIRECTORY 

1. Log into Paylocity with your personal log in account. 

 

2. Once logged in, hover over HR and then click People as seen below in step three. Or simply click 

on the People icon. 

 

3. Then click People. 

 

 

4. Search for employees by first name, last name, or position. 

 



 

5. Once you search for the employee, then click on the name listed below. For example, Ashley 

O’Cain. 

 

 

 

6. Following is a screen shot of my profile that will be displayed. 

 

 

You can use this feature from your mobile apps as well.  

Please reach out if you have any questions. 

Thank you, 

Ashley O’Cain 

Director of Human Resources 


